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Introducing Grammatik IV 

Write Better Or Your Money Back. That’s the 
Grammatik guarantee. Because now that we identify 
thousands more writing errors, and work inside 
WordPerfect® 5.0 and other popular word processors, 
Grammatik IV is as convenient as your spelling 
checker. And as powerful as an English teacher with 
a new red pen. 

New Grammatik IV actually proofreads your 
writing, giving you immediate, on-screen feedback on 
errors in grammar, style, syntax, improper sentence 
construction, subject/verb agreement, passive voice, 
and more. It shows errors in context, and lets you 
make corrections immediately. It even includes gram¬ 
mar and style help for instant advice on everything 
from adverbs to split infinitives. 

All of which means you can improve your 
writing as fast as you can tap a key. 

With Grammatik IV your letters, memos, 
reports, proposals . . . all your writing will be 
clearer, more concise, and more persuasive from 
the very first day. Or your money back.* 

Call today to order, or for more infor¬ 
mation. Because until February 1st, 
every 50th caller gets a complete, free 
Grammatik IV. And every caller gets 
free writing help: DeWitt Scott’s new 
book, Secrets of Successful Writing. 

Only $99,Call (800) 872-9933 

(Ask about our network edition**) 

^ TM 

Gram-mat-ik IV 

Powerful Writing Improvement 



Reference Software International, 330ToumsendSt., Suitel23, SanFrancisco, CA94107. (415)541-0222. *Try Grammatik IV risk-free. If not completely satisfied, return it to your participating dealer within 30 days for a full refund 
(requires proof ofpurchase and applies to participating dealers within North America). Grammatik III users callfor a $29 upgrade. Now includes 5 ( 4 ?" and5 l /4" diskette sizes. **Novell Network Edition (for up to five users)—$189. 
WordPerfect is a registered trademark of WordPerfect Corporation. Grammatik is a trademark of Wang Laboratories, Inc. © 1989 Reference Software International 
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LETTERS 


Readers Write 


Binders Available? 

A s a subscriber to WordPerfect Mag¬ 
azine, I find it to be most interest¬ 
ing, and at times, very helpful. I was 
grateful for the index in the December 
’89 issue. I have one more suggestion. 
If the magazine were pre-punched with 
three holes, it could be easily included 
in a binder for easier filing and access. 
In fact, WordPerfect might even want 
to issue a binder with its name on the 
cover, etc., available for a small fee. 

George M. Leilich 
Towson, MD 
Editor’s Note: WordPerfect Maga¬ 
zine binders (that require no holes 
punched in magazines) are now avail¬ 


able. To order, send $8.95 plus $1 ship¬ 
ping costs (Utah residents add 6.25% 
tax) to Binders, WP Magazine, 270 
West Center Street, Orem, Utah 84057. 

Content New Subscriber 

was enthralled with the scope and 
simplicity of the ideas presented in 
my complimentary issue. There must 
be a lot of other subscribers like me 
who need step-by-step hand-holding 
and simple instructions as to how we 
can do something different. 

Those computer magazines with 
page after page of complicated pro¬ 
gramming steps leave me glassy-eyed. 
I am incapable of converting those 


More Rows. More Columns. More Style! 


Select from as many as 21 
screen sizes from inside 
WordPerfect. 

See underline, bold, 
italics, str i k e out , double 
underline, Small Caps. 
subscript, and Superscript 
as you edit. 


Only $79.95 


To order, call Toll-Free 
1-800-782-4792 or send 
check/money order by 
mail. Please include $4.00 
shipping/handling. 
Virginia residents add 
4.5% sales tax. 

30-DAY MONEY-BACK 
by the makers of ScreenExtender for WordStar® guarantee. 



ScreenExtender’" 

for WordPerfect 5.0 



Stairway Software, Inc. 

700 Harris Street, Suite 204 
Charlottesville, VA 22901 


ScreenExtender is a trademark of Stairway Software, Inc. Other 
brand/product names are registered/trademarks of respective holders. 
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steps into some useful program or 
technique. 

Keep it up! 

E.R. Archambeau, Jr. 
Houston, TX 


Thankful Macro Maniac 

T hank you for your magazine! One 
of your articles inspired me to be¬ 
come a Macro Maniac, and sparked a 
chain of events which is changing my 
life. Really—doors have been opened 
to me which would not have been oth¬ 


erwise. 


Barbara M. Wagner 
Glyndon, MD 


Excess Punctuation 

O n page 12 of the September issue 
of WP Magazine , Deborah Elliot 
was having trouble “Deleting Copy 
Macro.” It seems that the problem 
could be avoided by dropping the peri¬ 
ods after all abbreviations. In her case 
the period after “Dr” adds nothing. 
Dropping the period would solve her 
problem. 

For many years I have omitted all 
periods in the citations of law deci¬ 
sions. Some publishers have done the 
same, but not on a consistent basis. 
The excess punctuation in addresses 
is astronomical. 

Dan Reaugh 
Seattle, WA 


Copy Protection 

I ’d like to comment on a letter in the 
Readers Write column in the Sep¬ 
tember ’89 issue. Diane Carol Bast ad¬ 
vocates copy protection of software. 
Copy protection is just like a padlock 
on your house. It will only keep the 
honest people out. There is a very nice 
selection of software on the market 
that will copy most copy-protected soft¬ 
ware. 

This software is provided by people 
who respect copyrights but believe 
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carter 

faote 


Curtain Call 

La commedia e finita; the perfoimers have all gone home; it's 
us in administration to take our much deserved between-seasoi 
before we bring the year to a close, we would like to call your 
notes from last week's quarterly review. 


Plaudits to the staff of Artistic Ad- 

ment and Public Affairs. Their cam¬ 
paign to attract a bigger audience to 
ballet was a huge success. With re¬ 
gards to patronage, it was a good 
year for the performing arts. We car 
thank public television for that. 


Cost of good art 

Right again. Finance Directors. As you predicted, there was a dreadful decline 
in patron contributions. Thank goodness our much needed corporate grants 


Canyon Opera is still uncertain of 
Veronica Bertolli's destiny. Negotia¬ 
tions for her contract are deadlocked. 
In less hostile recruiting, though, 
CANOPE added sopranos Dian Call 
and Georgia King to its roster. 


Contribution Levels 


k.j Member 
I I Esquire 
HI Director 


Dougan Nufer, The Mainstreet Com¬ 
pany's principial danseur, recently 
won the coveted Isadora Trophy. A 
contract battle with his attorneys is 
likely to ensue. Just a gentle fore¬ 
warning, Artistic Administrators. 


didn't falter; unfortunately, those grants didn't counteract the deficit. Our 
predicament, then, is to regain the individual donations plus foster a program 
that will bring in new donors. 


Our friends in Administrative Research Services suggested restructuring annual 
donor requirements by adding two new categories. The Board graciously 


Canon L3P-4 


WordPerfect 

for IBM Personal Computers 


Biorhythms 


WordPerfect™ 5.0 software and a Canon LBP-4 Laser 
Beam Printer are the perfect combination to transform 
the ordinary into the extraordinary. 

Whether it’s a picture or a thousand 
words, WordPerfect 5.0 offers a multi¬ 
tude of creative ways to get your infor¬ 
mation down on paper—and the LBP-4 
lets you take advantage of them, without 
expensive options. In addition to highly 
advanced word processing, the impres¬ 
sive desktop publishing features include 
text-integrated graphics, style definition, 
an extensive font selection and enhanced 
laser-printing capabilities that 


work with the LBP-4, beautifully 
And WordPerfect 5.0 fully supports the compact 
Canon LBP-4, with everything from 
special print effects like scalable fonts 
with shadowing, outline and pattern fill, 
to complete paper versatility. What’s 
more, Canon’s exclusive EP-L disposable 
cartridge system means the LBP-4 
provides virtually maintenance-free 
performance. 

WordPerfect 5.0 and the Canon 
LBP-4. Put them together, and all your 
documents will look better than ever. 
Call Canon at 1-800-441-5454 for 


WordPerfect* 


more information. 


CORPORATION 
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that the user has the right to a backup 
or archive copy of any software that 
they put out hard-earned cash for. It is 
not intended to be used to make unlim¬ 
ited copies of software to be passed out 
like Halloween candy to anyone who 
wants some. 

The way copy protection is handled, 
in addition to the availability of custo¬ 
mer service without the hassle of pro¬ 
viding user ID numbers, is why I use 
and support WordPerfect products so 
religiously. 

Dennis R. Puckett 
Phoenix, AZ 

Cross-Referenced Manual 

T hank you for WordPerfect Maga¬ 
zine. I have found it extremely use¬ 
ful as well as interesting, amusing and 
entertaining. The articles on Word¬ 
Perfect features are so well written and 
easy to follow that I have cross-refer¬ 
enced them in my WordPerfect User’s 
Manual, as they are often much easier 
to understand than the manual itself. 

I have also found the articles on 
how to format text to be most helpful 
in setting up my work. For instance, 
“Rules about Rules” (September ’89) 
has already saved valuable time and 
helped me immensely in designing 
forms. I was able to use the tips I 
learned in that article the same day I 
read it. 

I look forward eagerly to receiving 
each new issue. 

Fannie Amy 
Kitchener, Ontario, Canada 


Visa Versa 

S hame on Morgan Wellington on 
her spelling of “visa versa.” I 
haven’t checked WordPerfect’s spell¬ 
ing dictionary for “vice versa,” but if it 
isn’t there, perhaps you should add it 
to save future embarrassment. 

However, I do enjoy the magazine. 
Keep the Macro Tips flowing. And as 
Dub Wright requests in the October 
issue, don’t forget about us poor dot 
matrix printer users! 

Nina Bein 
Teaneck, NJ 
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Subscriptions 

To subscribe to WordPerfect Magazine, to change the 
address of your current subscription, or to ask questions 
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Editorial Contributions 

WordPerfect Magazine encourages article queries and 
submissions. For a copy of our writers’ guidelines, send a 
stamped, self-addressed envelope to the address given 
above. Article submissions should include both hard 
(printed) copy and a 5-1/4 or 3-1/2-inch diskette in Word¬ 
Perfect 4.2, 5.0, or 5.1 format. Submissions should be 
accompanied by return postage. 

Editorial and advertising rates available upon request. 
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to the volume of mail, no personal responses are possible. 

Q&A 

Send technical questions to WP Magazine (see address 
above) c/o Q&A. Questions selected for publication will be 
answered in our Q&A column. Due to the volume of mail, 
no personal responses are possible. 

Tips of the Trade 

Send technical tips to WP Magazine (see address 
above) c/o Tips of the Trade. $50.00 will be paid for tips 
published. 

Product Information 

Send press releases and new product announcements, 
along with color transparencies of the product, to WP Mag¬ 
azine c/o New Products, 270West Center Street, Orem, Utah 
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Reprint Permission 

Material in WordPerfect Magazine may not be repro¬ 
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WordPerfect, DataPerfect, and PlanPerfect are registered trademarks; WordPerfect Library, WordPerfect Office, and 
WordPerfect Executive are trademarks of WordPerfect Corporation. All other brand and product names are trademarks or 
registered trademarks of their respective companies. 
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25 Cartridges... or 1 Cartridge 


The reasons for buying 25 Cartridges in One!™ 
continue to stack up! After all, why buy 25 
separate cartridges when you only need one? 

A combination of 172 fonts from 25 different 
cartridges into a single cartridge offers a perfect 
font for each of your business applications. Dis¬ 
tinguish professional correspondence, enhance 
newsletters with sharp, exciting fonts or print full 
spreadsheets with Pacific Data's concise 3.6 point 
AFS typeface. 



Whatever your use, Pacific Data's high quality 
fonts will give your output the polished look of 
typeset documents. And, you can use 25 Cartridges 
in One! with your favorite software packages 
because we've included printer drivers, free of 
charge, for: WordPerfect ®, Microsoft Word®, 
WordStar 5.0®, Windows®, PageMaker®, 
Excel®, MultiMate®, XyWrite ™, and Q&A™ 
to name just a few. 

25 Cartridges in One! stands alone 
with its 172 quality fonts. It's the single 
cartridge solution for your laser printer! 

Authorized Dealer: 

GOVERNOR INFORMATION PRODUCTS 

15260 Commerce Drive South 
Dearborn, Ml 48120 • (313) 441-4600 

1-800-333-2600 
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PACIFIC 


6404 Nancy Ridge Drive, San Diego, CA 92121 • (619) 552-0880 • Fax (619) 552-0889 • AFS and 25 Cartridges in One! are trademarks of Pacific Data Products, Inc. 
All other company and product names are trademarks of the company or manufacturer respectively. Copyright 1989 Pacific Data Products, Inc. 
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^’lO'-'TO'UtenA 

Speller Inserts 


Increase the speed and convenience of 
your word processor’s spelling checker 
with specialized speller inserts from 
Pro-Writer’s. Each augments your 
spelling checker’s dictionary with 
thousands of useful words relating to 
your profession. Why waste time adding 
words when Pro-Writer’s has already 
done the work for you? Modestly 
priced, Pro-Writer’s speller inserts 
quickly pay for themselves in increased 
productivity. Four to choose from: 


Medical & 
Pharmaceutical 

Over 35,000 additional medical and 
pharmaceutical terms, plus 58 ana¬ 
tomical graphics to enhance your 
documents. Only $89. 


S.D.I. Medical Art, Volume I 

101 additional cardiovascular, respiratory, and 
muscle graphics. Only $129. 



Legal 


Over 35,000 additional legal terms, 
famous cases and Supreme Court 
Justices, plus 9 law-related graphics. 

Only $69. 


mk 

If | 



Scientific 


A fully integrated scientific package, 
containing terms from all scientific 
fields, plus over 50 graphics. 

Only $89. 


Bible 



Full of religious terms and proper 
names from the King James Version. 

Only $49. 


Order from: 


CR&S 


Computer Resource & Support 


1-800-767-4911 

100 North 80 East 
Provo, Utah 84606 
(801) 374-7525 
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Getting Started 
in Business 

by Howard M. Collett 


Our January theme is fresh on my 
mind. Just one year ago the first issue 
of WordPerfect, the Magazine came off 
the presses. It appeared less than ten 
weeks after our editor and production 
director were hired, and less than 15 
weeks after WordPerfect Publishing 
Corporation was created. 

Prior to starting business, we con¬ 
ducted a feasibility study to determine 
the potential success of such a maga¬ 
zine. 

The study predicted a first-year 
base of 73,000 subscribers. We 
reached that goal in November, and 
had 78,000 subscribers by year’s end. 
The study also projected 170 pages of 
ad sales. That level was surpassed in 
July, and the year ended with more 
than 300 pages of advertising sold. 

We owe a profound portion of our 
success to the reputation of Word¬ 
Perfect software, and to the support of 
WordPerfect Corporation officers and 
employees. Another major factor un¬ 
questionably goes to our loyal adver¬ 
tisers. They believed in the drawing 
power of a specialty magazine in a sea 
of computer publications. Without 
them we would cease to exist. We also 
owe a great deal to our subscribers. 

In following the precedent set by 
WPCorp, one-third of our employees 
work in our in-house fulfillment de¬ 
partment—our version of customer 
support. We want to stay close to our 
subscribers, and periodically survey 
subscriber requirements for editorial 
content. 


Beginning with this issue, our for¬ 
mat reflects many of those requests. 
We’ve created new columns for styles 
and graphics. With our long-standing 
column on macros, these are aimed at 
the three top feature interests of our 
readers. 

For 1990, we’ve also added a 
monthly feature on new applications 
specific to WordPerfect 5.1 and Plan- 
Perfect 5.0. 

On alternating months, we’ll have 
features on DataPerfect, Library/Of- 
fice and WPCorp’s new offering, Draw- 
Perfect. 

By popular demand, our Showcase 
section will remain, but will include 
more applications and user-oriented 
features. To suit the needs of Word¬ 
Perfect newcomers, we’ve added yet 
another monthly column, “Back to Ba¬ 
sics.” But don’t be misled by its title— 
even old pros may discover tips they’ve 
previously overlooked. 

The final factor for success lies with 
our own employees. I’d like to publicly 
express my deep appreciation for their 
untiring efforts. Our little band has 
also exceeded feasibility projections of 
15 employees; our staff currently num¬ 
bers 25, and will continue to grow. 

It is with this anniversary that we 
celebrate our first year in business— 
and salute the efforts of all those 
dauntless men and women out there 
with the vision to start their own 
business. □ 

Howard M. Collett is publisher of 
WordPerfect Magazine 
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WE'VE IMPROVED ON THE 
* PERFECT FILE UTILITY. 


Extend-A-Name® has been 
recognized by experts every¬ 
where as the quintessential 
Long FileName utility No more. 
Now, there's something better 

"Overall, Extend-A-Name Plus ranks 
as one of the most useful DOS utilities 
on the market." 

__ Paul Bonner, 

PCComputing ^ Ed ° 

Extend-A-Name Plus incor¬ 
porates several exciting new 
features, like full network multi¬ 
user support, Path Trees for help 
in selecting subdirectories, as 
well as increased file manage¬ 
ment capabilities. All with our 
exclusive 60-character file 
names, and fast file access rate. 


PATH) F:\APPS\UP5\T0M 


= PGM [COHHAND] =d 


Open a library to access the files. 

Library Manes 

Files 

Bytes Used 


KTilil 


► UNASSIGNED FILES 

■lid 

12 

4,723 

Customer Correspondence 

11 

64,232 

Depositions and Affidavits 

13 

133,827 

Interoffice Memos and Personal Motes 

11 

31,921 

Litigation Briefs 

39 

201,225 

Pro-Bono work in process 

15 

13,526 

Reports regarding employee benefits 

6 

4,372 

Schedules for paralegal staff and secretaries 

12 

7,610 

Time and Billing statements 

42 

09,032 

Trip expenses legal staff 

4 

3,666 

Trip expenses non-legal staff 

2 

1,502 

LIBRARY: BlI'-’U'il Find Path Utilities Setup Exit 

Access files in the library. 




PGM [COMMAND1 =j 

PATH) F:\APPS\UP5\T0M 

Library Sorted by XMAME, ASCENDING and FILENAME, ASCENDING 

LIB: Interoffice Memos and Personal Notes 

Size: 17,123 


All Staff, RE: Reorganization of Tax Department 
All Staff, RE: Retirement Party for Miriam Grossman 
Gerard DeCourage, RE: Case Load Assignments 
Helle Schwartz, RE: Affects of Immigration Law 
James Forman, RE: Billings for the Month 
Mary Robbins, RE: Secretarial Assipments 


Myself 
Myself 
Myself, RE 


Adding Extend-A-Mame Plus to All PC’s 
Current Case Load and Schedule 
Keeping Track of Billings 


Volanda Jackson, RE: Temporary Help 


TAXREORG.AS 
REI1RE.AS 
CASES.GC 
IMHLAU.HS 
BILLINGS.JF 
SECS.HR 
XNPLUS.ME 
CASES.ME 
BILLINGS.ME 
TEMPS.VJ 


FILE: I&n Uieu Find Path Utilities Rename Libraries Exit 
Retrieve the highlighted file. 

Once you see the advantages of 60 character file¬ 
names, you'll never go back to the old way again. 


Extend-A-Name Plus pops 
up automatically, while you're 
in any supported application. 
It's there, whenever you need 
to enter a file name in order to 
create, save and/or retrieve. 

Once you've named a new 
file, then move on to our exclu¬ 
sive library feature. Extend- 
A-Name Plus allows you to 
group files into appropriate 
categories (each with its own 
long descriptive name), within 
your subdirectory. 


FEATURES/FUNCTIONS 

OTHER 

PROGRAMS/ 

UTILITIES 

EXTEND-A- 
NAME PLUS 

Long FileNames 



Fast access to Long 
Filenames 


\S 

Libraries w/Long 
FileNames 
(subgroups within 
subdirectories) 


\S 

Path Trees 
(point and shoot) 


\S 

Print Long FileNames 



Sort file names by long 
name, DOS name, ext., 
date/time, etc. 


\S 

Network Support 
(Novell, 3 Com, Banyan, 
Token Ring) 


\S 


The Master Library Window lets you see all the 
libraries within a given subdirectory. When you 
open a specific Library, the next window will list all 
the files to be found inside. 


It's all as easy as opening a 
window. For instance, use the 
Find command to access a file 
you can't locate. Use View, for 
a quick double-check of the 
contents. Use Path, to change 
subdirectories. Or use Rename, 
to do just that. 

Extend-A-Name Plus sup¬ 
ports most major applications 
including WordPerfect, 

Plan Perfect, WordPerfect 
Office, Lotus 1-2-3, Microsoft 
Word, Quattro, Paradox, 
AutoCAD, and many others. 



Extend-A-Name Plus 
achieves its faster 
file access rate 
by keeping all 
Long File- 
Names in a 
single file. By 
contrast, Word¬ 
Perfect 5.1 must 
search each and 
every file in the 
subdirectory, one at 
a time. 

There's also a 30-day money 
back guarantee and no copy 
protection. 

Fill out the coupon, or call 
us toll-free at 1-800-962-6360. 
And go on-line with Extend-A- 
Name Plus, the file utility that 
users find letter-perfect. 

Yes! I want to try Extend-A-Name Plus now! 

Please send me: 

□ Single-user version ($89.00) 

□ Single-user 5-Pack ($249.00) 

□ Network 5-Pack ($249.00) 

□ Additional 5 nodes ($199.00) 

□ I already have Extend-A-Name. 

Serial number_Please 

send me an Extend-A-Name Plus upgrade 
($30.00) 

Add $5.00 for normal shipping and handling 
charge. 

Method of Payment 

□ Check enclosed. 

Make payable to World Software. 

□ Visa □ M/C □ AMEX 


Card Number. 
Signature_ 


_ Exp. Date. 


NAME/TITLE 


MAILING ADDRESS 


CITY/STATE/ZIP 


TELEPHONE ( 


Copyright © 1989 World Software Corporation. All rights reserved. 
Extend-A-Name and Extend-A-Name Plus are registered trademarks of 
World Software Corporation. Other brand or product names are used for 
identification purposes and may be trademarks or registered trademarks 
of their respective holder 

World Software 
Corporation 

124 Prospect Street, Ridgewood, NJ 07450 
Phone: (201) 444-3228, fax (201) 444-9065 
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W)idPferfect 
is famous for 
strong words. 




for IBM Personal Computers 


Now there is 
strength in 
numbers. 



PlanPerfect 

for IBM Personal Computers 



Introducing PlanPerfect 5.0. 


WordPerfect’ 5.0 is famous for getting ideas on 
paper. Now, the strength we lend ideas is also 
available for your spreadsheet analysis. 

With PlanPerfect’ 5.0 spreadsheet software. 

PlanPerfect gives you all the power of the 
leading spreadsheets and does it with only 384K. 
No wasted memory. No expensive hardware 
upgrade. 

And you’ll feel right at home with PlanPerfect. 
Because PlanPerfect gives you the option of using 
slash commands, pull-down menus, or function 
keys like WordPerfect. 

PlanPerfect 5.0 is the first spreadsheet to give 
you the same printing power and flexibility as 
WordPerfect 5.0. For instance, you can use up to 
32 different fonts per worksheet, and up to 16 


attributes in a single cell. 

With PlanPerfect, you can mix many graph 
types, such as area, bar, line, and scatter, in the 
same chart. And you can drop your graphs and 
worksheets directly into WordPerfect 5.0. 

Plus, as you might expect, you still get our 
legendary toll-free support. 

So while you’re planning your move to a new 
spreadsheet program, join the numbers taking a 
strong look at PlanPerfect. 

For more information, see your dealer, or call 
us at 1-800-526-5016. 


W)rdPerfect 

CORPORATION 

1555 N. Technology Way Orem, UT 84057 

Telephone 1-800-526-5016 Telex 820618 FAX (801) 222-4477 


# 


WordPerfect and PlanPerfect are registered trademarks of WordPerfect Corporation. All other brand and product names are trademarks and registered trademarks of their respective companies. 
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Moving Files 

After marking a large block of 
files (Shift-8 or * while in list 
Files) on my hard disk, I proceeded to 
move the block to a floppy disk in the 
A drive using WordPerfect’s Move 
(Ctrl-F4) function. 

All the files were moved to the 
floppy disk and were removed from 
List Files in the directory from 
whence they were taken, but the avail¬ 
able space on the hard disk failed to 
reflect this removal of files. 

For some reason, the program did 
not open up the space where these files 
had been located on the hard disk. I 
discovered I could avoid the problem 
by copying marked files to the floppy 
using (Shift-8) or (*) to mark, (8) to 
copy. 

After the files were copied, I could 
delete the files on the hard disk using 
the delete function (2). This did open 
up the space on the hard disk. Is there 
an easier way to recover this lost space 
on my hard disk? 

Gary Baker 
Seattle, WA 

A Although the available space on 
the hard drive has been freed, it is 
not updated immediately on the 
screen. 


If you exit and re-enter list Files, 
the amount of available space will be 
updated. You can also update this 
while in List Files by highlighting 
<currentxdir> in the upper left hand 
corner and pressing (Enter) twice. 

WordPerfect Message 

The message “Are There Other 
Copies of WordPerfect Run¬ 
ning?” seems to randomly appear at 
different times when the system is 
booted up. 

What in the system prompts this 
message to appear? 

Peggy Platzer 
Burns, OR 

A Each time you enter Word¬ 
Perfect, certain virtual files are 
created. When you exit WordPerfect, 
they are automatically deleted. If you 
don’t exit properly— i.e., Exit (F7), 
answer yes or no to “Save Document? 
(Y/N),” and yes to “Exit WP? 
(Y/N) ”— this message will appear the 
next time WordPerfect is entered. This 
message is telling you that these files 
are already in existence and new ones 
are trying to be created. If you answer 
no to this question, the old files are 
deleted and new ones can now be 
created. 


Gray Scale Capabilities 

Q Will 5.1 be able to take advantage 
of the gray scale capabilities for 
my HP Scanjet Plus? 

Edward C. Berger 
Saint Paul, MN 

A in the Graphcnv program if the 
“/g=16” option is used, a file can 
be converted to the standard 16 
shades for gray palette. 

Date Search 

Is there a way to list dates that 
documents were created? For ex¬ 
ample, I would like to key in a specific 
date and see a listing of all documents 
that were created on that date. Some¬ 
times I can’t remember what I named 
a document or what file I put it under, 
so if I could list files by date, it would 
really help. 

Patty Hawkins 
Kalispell, MT 

A in 5.0 you can access a date 
search in List Files (F5), by 
choosing (9) Word Search and (4) 
Conditions. Press (4) File Date, and 
type in dates by “From” and ‘To.” 
These options indicate the beginning 
date to search from and the ending 
date to search to. Press (Enter) to get 
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back to your List Files screen, and 5.0 
will automatically scan the files and put 
asterisks next to those that fall be¬ 
tween these dates. 

Note: There is also the “Word 
Search” feature (option 9) that allows 


you to search for certain words or 
phrases in your documents, this fea¬ 
ture marks the files that meet your 
search specifications. 

WordPerfect 5.1 has this same fea¬ 
ture; however, it is now found under 


(9) Find. There is also a new feature 
that allows longer names to be used for 
document titles. The “Long Document 
Name” feature allows you to save your 
documents with up to 40 characters in 
the name. 



No Overheads! 
No Time! 

No problem. 


The next time your boss asks the impossible, do it.. .with Perfect Presenta¬ 
tions™ It’s the easiest way to make great looking overheads and handouts —fast. 
With Perfect Presentations, you don’t need to learn complicated graphics pro¬ 
grams, because Perfect Presentations works inside WordPerfect. So now, creating 
professional-looking presentations is as familiar as Word¬ 
Perfect itself. And a lot easier! 

Bring a pie to your next meeting! 

Simply type in your graph data and presto! Perfect Presen¬ 
tations automatically designs your pie chart... bar chart... 
line chart.. .or whatever chart you choose. Then add 
headlines, captions and borders as the finishing touch. 

It’s easy! Best of all, Perfect Presentations eliminates the 
guesswork of placing and sizing clip art in WordPerfect. 
You can move and size clip art 
as you’re looking at it, right 
on the screen! 

Reorganize your company in seconds! 

There’s no faster way to shake things up in your 
company than Perfect Presentations. Choose from any 
number of organizational chart formats then mix, match 
and move to your heart’s content. From work flow charts 
to tennis ladders, Perfect 
Presentations gets you 
organized—or reorganized 
—in seconds! 

Graphs without grief! 

Bar graphs, scatter charts, tables, area charts, 
instant word charts... 
when graphs are called 
for fast, make sure 
you call for Perfect 
Presentations, first. 

Order yours today. 


ORDER TODAY 

1 - 800 - 992-6229 

Full 30-day money back guarantee 

A quality software product from 
Dolphin Software, Inc. 

WordPerfect is a reg. tm of WordPerfect Corp. 
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Margin Release 

As a new PC user, I have not yet 
learned how to correctly deal 
with asterisks extending past the left 
margin. 

Example (the left margin in this 
case would be where the first charac¬ 
ter, T, appears): 

*This is the first footnote. 

**This is the second footnote. 
***This is the third footnote. 

Lori Wheeler 
Concord , CA 

A WordPerfect’s Margin Release 
feature allows you to insert aster¬ 
isks past the left margin. Margin Re¬ 
lease moves the cursor one tab stop to 
the left. 

If your left margin is set at 1 M , and 
you want to place three asterisks in 
that margin, set left tabs at .09", .08" 
and .07". 

Next, move the cursor to the begin¬ 
ning of the first line, press Margin Re¬ 
lease (Shift-Tab) to move the line one 
tab stop to the left, and type the line of 
text. 

On the second line, press Margin 
Release twice (which will take your 
cursor two tab stops to the left) and so 
on. 

Typing to the end of the line or 
pressing (Enter) will return you to 
your original left margin. For more in¬ 
formation see Margin Release in your 
manual. □ 



Questions? 

Address technical questions to 
Q&A, WP Magazine, 270 West 
Center Street, Orem, UT 84057. 
Questions selected for publication 
will be answered in this column. 
Due to the volume of mail, no per¬ 
sonal responses are possible. 



12 


WordPerfect Magazine • January 1990 













■ SCALABLE FONTS ON-THE-FLY IN WORDPERFECT 


GLYPHIX BUSINESS SERIES 


Tap the Full 
Power of 
WordPerfect on 
your LaserJet. 

Activate all of the font options in your Ctrl-F8 font menu in 
minutes, with Glyphix fonts. They install automatically and 
couldn’t be easier to use. Just select a font, a style and a point size 
from 3 to 120... and print. You can even use effects like reverse and 
outline. And you don’t need to buy additional printer memory or 
do anything technical. 

Order any Glyphix font set today and we’ll send you the Glyphix Installa¬ 
tion Kit for WordPerfect and Zingbats as a special FREE Bonus. Zingbats is a 
handy font set of scalable icons, symbols and graphic elements that you can use 
to add a little zing to your documents. 



□ BASICS - $99.95 

Tymes Roman 

Helvenica 

Rockland 

^Exchequer Script 

□ BASICS II - $99.95 

Oxford 

Eterna 

Classic Typewriter 

New ycrK Dec© 

□ BOOK-$99.95 

Garamand 

Baskerton 

Palatine 

Century 

□ SANS SERIF - $99.95 

Avant Guard 
Gibraltar 

Bon9e Block 

Obelisk 


RAVE REVIEWS FOR GLYPHIX ■ “... unlike anything else on the market- except possibly PostScript... 
produces remarkably fine type at amazing speeds.” PC Magazine, June 13,1989 ■ offers a combina¬ 
tion of features and performance that is unavailable elsewhere. Like PostScript, Glyphix generates 
fonts from outlines, on the fly, and sends them to the printer as they are needed. The Glyphix 
system’s installation procedure is a snap: just put the appropriate floppy disk in drive a: and type 
INSTALL. You’re asked a few questions about printer port and directories, and then everything hap¬ 
pens automatically.” Computer Buyers Guide and Handbook ■ 

AND USERS AGREE ■ “Your approach to font generation is the right one-better than Bitstream, 
MoreFonts, Trionum, you name it.” Christopher Sarson, Blue Penguin Productions, Inc. ■ “I’ve now 
been using GLYPHIX 3-0 with WordPerfect 5.0... I couldn’t be happier with the quality, ease of use, 
and, most of all, printed output of this product.” Claude Carle, Beverly, Massachusetts. ■ “I am using 
WordPerfect 5.0 and was using Bitstream Fonts. I carefully removed my Bitstream to make room for 
Glyphix, thinking that if it did not work out, I could go back to the Bitstream. But I will not go 
back.” Lome Bowerman, R&L MicroServices Inc. ■ “As a WordPerfect certified instructor, I feel that 
all my students should know about your program and I make a point to mention it. ” Don Williams, 
Computer Learning Centers of America. ■ 


□ DECORATIVE - $99.95 
University Ornate 

Jfflanuscript 

Buckingham 

Copperfield 

□ FIXED-$99.95 

Courier 
Prestige 
Letter Gothic 
IBM Line Draw 


i An Incredible $99 95 Offer! 

I • A set of four Glyphix fonts, scalable to 120 pt. in portrait and landscape.. 
B • Type effects including reverse, outline, shadow and more. 

■ • International characters and symbols. 

• Automatic installation software for WordPerfect 5.0, a $79-95 value, FREE! 

• Glyphix Zingbats l-ss--©*v, a $39-95 value, FREE! 

• A 30 Day, Money Back Guarantee. 

I • TOLL FREE Technical Support. 



Order Toll Free 


800 - 237-9383 

FAX Orders (302) 429-0532 I^STI 

In DE (302) 429-8434 


Swfte 

SWFTE International, Ltd 128-D Senatorial Drive, Greenville, De 19807 


TECHNICAL REQUIREMENTS: IBM PC, AT, XT, PS/2 or compatible with a minimum of 512Kb RAM, a hard disk, MS-DOS 3.0 or later, a LaserJet Plus, Series II or compatible printer with 512Kb of printer memory. 

Glyphix, Helvenica, Garamand. Tymes Roman, Oxlord, Buckingham, University Ornate, Manuscript, Copperfield, Rockland, Exchequer Script, Avant Guard, Gibraltar, Bongo Black, Obelisk, Baskerton, Palatine, Eterna, Classic Typewriter and New York Deco are tradenames ol SWFTE International, Ltd 
All other products are tradenames and/or trademarks ot their respective manufacturers. 
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Finally... 


Introducing 
ReadRight 2.0 

• Reads any text font 

• Supports any scanner 

• Outputs any format 
— 

ReaDR I ght 2.0 

caN reaD This 
aCcuRA teLy 


ReadRight 2.0: 

The Next Generation of 
Document Recognition 

ReadRight 2.0's intelligent 
approach to page recognition 
is a result of 20 years of 
experience in advancing the 
state of the art. As a result, 
ReadRight 2.0 can actually 
outperform recognition 
products that require expen¬ 
sive add-on hardware. 

The cost of power?—less 
than $500. 

Maybe that's why ReadRight 
is the world's best-selling 
recognition software for PC's. 

800 - 233-4627 

OCR Systems, Inc. 

1800 Byberry Rd. Suite 1405 
Huntingdon Valley, PA 19006 


Page 

Recognition 
For all of us 


Reads Your Document 

• Reads most documents, including typewritten and typeset, even with 
fonts mixed on a page or a line 

• Reads small, large, proportional, kerned and touching characters 

• Reads documents containing text and graphics 

• Tolerates skewed (crooked) text 

• Reads complex layouts, including multiple columns and tables 

Runs on Your PC 

• Runs on any IBM compatible PC with 640K memory, with no additional 
hardware or memory required 

• Supports all popular scanners and image 
formats, even images from fax cards 
or hand held scanners 

For Word Perfect® Users 

Uses word processor format codes to 

reproduce the appearance and layout 

of the original document: 

• Bold/underlined text 

• Point size, serif/sans serif typefaces 

• Tabs, indents, columns, lists, paragraphs 

Meets Your Needs 

• Works without being trained to recognize your fonts 

• Requires minimum keystrokes with ReadRight 2.0's simple menu 
structure 

• Replicates appearance of original document, including character size 
and page layout 

• Supports your word processor, desktop publisher, spreadsheet or 
database software directly 

• With just three keystrokes, accesses your application, so you can use 
your document 

• Executes directly from DOS command line 



# 


Copyright© 1989 OCR Systems, Inc. All rights reserved. ReadRight is a registered trademark of OCR Systems, Inc 
Other products are trademarks of their respective holders. 
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Creating Magical lists 


Automate them with macros 
and styles 




Readers love lists. Whether you’re 
writing how-to articles, instruction 
booklets, or training manuals, a list 
benefits your readers in several ways: 

•Lists create interest. A numbered 
or bulleted list—such as the one you’re 
reading now—grabs the readers’ eyes 
and holds their attention. 

•Lists allow skimming. Not every¬ 
one has the time or interest to read 
your entire document. Lists highlight 
the salient points for skimmers and 
perusers. 

•Lists increase understanding. 
Readers grasp information better and 
remember it longer when the impor¬ 
tant points are in a list. 

•Lists provide momentum. Lists 
draw readers into the document and 
keep the readers moving toward the 
end. 

A document may contain three dif¬ 
ferent types of lists: 

1. Numbered lists. These are usually 
items that have a set order, hierarchy, 
or number. 

2. Bulleted lists. These are usually 
items that have no specific order, hier¬ 
archy, or number, but which are high¬ 
lighted because of their importance. 

3. Step-by-step lists. These are items 
within a set of instructions that are 
executed in a set order. 

In this article, you’ll create two 
styles and two macros for each of the 
three types of lists. These styles will 
automatically number the lists for you. 
Then, if you delete, add, or move an 
item, WordPerfect will automatically 
keep the list numbers in order. 


You’ll also create a style and a macro 
to triple space after the last item in a 
list. This collection of seven styles and 
seven macros will allow you to create 
and edit any kind of list, quickly and 
accurately. 

Creating the Styles 

Figure 1 displays the name, descrip¬ 
tion and codes required to create each 
list style. These styles assume that 
your document is double spaced and 
that you want to triple space between 
list items. 

Feel free to modify the styles to fit 
your own, individual needs. The fol¬ 
lowing is a step-by-step procedure for 
creating the styles: 

Step 1. From within WordPerfect, 
clear your document screen by press¬ 
ing Exit (F7), N (No), N (No). Then 
press Style (Alt-F8) to get to the styles 
screen. If you have set up a styles li¬ 
brary, you should delete the styles that 
now appear on the styles screen. 

Step 2. Press (3) Create to create a 
new style. WordPerfect will display the 
Styles: Edit screen. 

Step 3. Press (1) Name, type the 
name of the style (“ListStart,” “List- 
Next,” etc.), and press (Enter). 

Step 4. Press (2) Type and (2) Open 
to make the style type open rather than 
paired. 

Step 5. Press (3) Description, type 
the description (see Figure 1), and 
press (Enter). 

Step 6. Press (4) Codes. Word¬ 
Perfect will display the codes screen, 
with the edit window on the top half 



by S. Scott 
Zimmerman 
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and the “Reveal Codes” window on the 
bottom half of the screen. 

Step 7. Insert the codes shown in 
Figure 1 for each of the seven styles. 
The following list of keystrokes details 
how to insert the more complicated 
codes: 

• To insert [Cndl EOP:6], press 
Format (Shift-F8), (4) Other, (2) Con¬ 
ditional End of Page, type 6, (Enter), 
and Exit (F7). 

• To insert [Ln Spacing:!.] or [Ln 
Spacing:2], press Format (Shift-F8), 
(1) Line, (6) Line Spacing, type 1 or 2 y 
(Enter), and Exit (F7). 

• To insert [Par Num Def], press 
Date/Outline (Shift-F5), and (6) De¬ 
fine. WordPerfect will display the Para¬ 
graph Number Definition menu. 

For the styles ListStart and Step- 
Start, press (2) Paragraph. 

For the style BullStart, press (5) 
Bullets. Then press Exit (F7) twice. 


Styles 


Name 

Type 

BullNext 

Open 

BullStart 

Open 

ListNext 

Open 

ListStart 

Open 

StepNext 

Open 

StepStart 

Open 

Triple 

Open 


• To enter the code [Par Num:l], 
press Date/Outline (Shift-F5), (5) 
Para Num, then type i, and press 
(Enter). 

• To insert the code [Mar Rel], 
press Left Margin Release (Shift-Tab). 

• To insert [BOLD] and [bold], 
press Bold (F6). 

• To insert [Indent], press Indent 
(F4). 


Description 

Next item in bulleted list 

Start bulleted list 

Next item in numbered list 

Start numbered list 

Next item in step list 

Start step list 

Triple Space after a list 


• At the end of the last code in the 
StepStart and StepNext codes, press 
the space bar. This space will not show 
up in the style listing but should be 
part of the style definitions. 

Step 8. After entering the code for 
the first style, press Exit (F7) twice to 
return to the Styles screen, and repeat 
steps 2 through 8 for the remaining six 
styles. To save time, use Block (Alt- 


Figure 1 


PERFECT*ART 

High quality detailed maps add a professional look to all 
your documents. You can't get vector-graphic map 
plotting for less! Compatible with most dot matrix, laser 
and PostScript printers. Usable as CGM and HPGL 
graphics in other drawing and word processing programs. 

USA PLOT - Mapping program plus maps of each 
state and region. (WP 5.x only) ($200) 

USA MAPS - State/regional/national maps, all states. 
($75) 

COUNTIES - State maps with & without county lines. 

All 50 states included. ($75) 

REGION MAPS - Six versions of each country, eight regions. 

($75 each:_ Canada / C. Amer /S. Amer 

WORLD MAPS - 
SYMBOLS - 
CUSTOM - 


W.Eur. / E.Eur.-USSR / MidEast / Africa / Asia) 

Two versions of all world countries except USA. 
($ 200 ) 

Geographic and business symbols to customize your 
maps. ($75) 

Custom corporate, club and desktop 
publishing art. 


Specify y /2 or 5V* disk. Check or money order, N 
(P/O from government or educational groups) to: 

fIRKEO Graphics 

5225 Canyon Crest Dr. 

Suite 19-325 
Riverside, CA 92507 

(714) 788-8081 
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t F4) to highlight the codes, press Move 
(Ctrl-F4), (1) Block, and (2) Copy in 
the code screen of one style to copy 
codes to another, similar style. Then 
modify the copied codes as needed. 

Step 9. After entering the codes as 
shown in Figure 1 and creating all the 
styles in steps 2 through 8, press Exit 
(F7) again to return to the document 
screen. 

After completing all seven styles, 
your Styles screen should look like 
Figure 2. Now save the styles to the 
disk by pressing Style (Alt-F8) if nec¬ 
essary to get to the Styles screen, 
pressing (6) Save, typing the name of 
the styles (such as “LISTS.STY”), and 
pressing (Enter). Press Exit (F7) to 
return to the main document screen. 



Creating the Macros 

You’ll now create seven macros, one 
for each of the seven styles. The pur¬ 
pose of each macro is simply to insert 
(turn on) the corresponding style. Fol¬ 
low these steps to create the LS (List 
Start) macro for inserting the ListStart 
style into your document 

Step 1. From the WordPerfect docu¬ 
ment in which you created the seven 
styles, press Macro Def (Ctrl-FlO), 
type “LS” to give the macro a name and 
press (Enter). If you have a macro by 
the same name, WordPerfect will dis¬ 
play the message: Macroname is Al¬ 
ready Defined. 1 Replace; 2 Edit: 0, 
after which you should press 0 and 
repeat this step, using a different 



macro name. 

Step 2. Type “Insert ListStart style” 
to give the macro a description, and 
press (Enter). 

Step 3. Press Style (Alt-F8), press 
Search (F2), type the name of the style 
(in this case “ListStart”), and press 
(Enter). 

Step 4. Press (1) On to insert (turn 
on) the style. 

Step 5. Press Macro Def (Ctrl-FlO) 
to turn off macro definition. 

Follow these steps to create the 
ALTN.WPM macro (Alt-N stands for 
Numbered list) that inserts the List- 
Next Style: 


THE 

PROFESSIONAL 
STRENGTH 
PRINT SPOOLER. 

Print While You Work (At Top Speed) On Your PC! 



Based On Advanced 
Mainframe “Time Slicing” 
Technology. 

Stop wasting time waiting for your 
printer to finish a document so you can 
continue to work on your PC. Harness the 
power of professional mainframe spool¬ 
ing technology—in a fast, easy to learn 
and use package. 

Introducing PrintRite. Designed for fast, 
efficient operation, its streamlined pull¬ 
down menus allow you to print 
documents, lists, labels, spreadsheets— 
anything —while you continue to work, 
uninterrupted, on your PC. 

PrintRite compresses spooled files to 
disk for ultra-efficient use of memory. 

In addition, PrintRite spools each file 
separately (rather than in one large file) to 
eliminate costly hard-disk fragmentation. 

And only PrintRite allows you to control 
five printers at one time, so you can 
dedicate specific printers for certain tasks. 

Menu-Driven, Streamlined 
For Fast “On The Fly” Use. 

Pop PrintRite up anytime and view the 
queue and documents on-line. Change 
the printing order, specify the number of 
copies, specify sideways printing, add 
items—even pause and restart. 

And PrintRite will automatically align 
your documents in your printer! 


Only $9935! 

No Other Spooling System 
Even Comes Close... 

^ Powerful print queue management 
made amazingly easy. Assign different 
printers for different printing tasks. 

is Laptop users who create or edit 
documents away from the office can 
store them—ready-to-print— until they 
get back to their printer. 

s Supports up to 5 different printers— 
with or without a network! 

No other package compresses files 
for efficient storage. 

^ Groups and prints jobs of similar 
printing requirements together—forms, 
text, graphics, sideways, etc. 

^ Prints up to 65,535 copies and spools 
up to 255 reports! 

s ‘Hot keys’ simplify use of multiple 
memory resident programs. 


System Requirements IBM PC, XT, AT, PS/2 
compatibles Requires 50K. Supports any printer. 

See your dealer or call (800) 888-2562 

BLOCPublishing 

BLOC Publishing, 800 SW 37th A/e., 

Suite 765, Coral Gables, Florida 33134 


© Copyright 1989, BLOC Publishing Corp. PrintRite is a trademark of BLOC Publishing. 
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Assemble documents within WordPerfect 
5.1 using descriptive menus and your "boiler 
plate." Imbed questions and let WordPer¬ 
fect asks them and fill in the changeable 
information. $79.50 

Bankruptcy Forms 

WordPerfect 5.1 generates your Bankrupt¬ 
cy petitions, schedules, etc., by asking the 
proper questions. Official forms, local 
forms, other documents necessary for filing 
are generated at one time. Pull creditor in¬ 
formation from a saved file. Chapters 7 & 
13 - $149.50, Chapter 11 $49.50 extra. 

Macro Menu 

Select your WordPerfect 5.1 macros from 
a descriptive menu instead of trying to 
remember the file name. $39.50 

Personal Injury case management applica¬ 
tions for DataPerfect are also available. 
Plaintiff $ 119.50/Defendant $179.50 

For more information, call or write 

Byte-WRITE Software 

144 Railroad Avenue, Suite 214 
Edmonds, WA 98020 

(206) 774-1895/(800) 343-1688 


CIRCLE 15 ON READER SERVICE CARD 


Need disks converted to WordPerfect®? 
We can convert from many 
other formats , including: 

9 track tape IBM PC & Compatibles 


Convergent ASCII Displaywrite 

Technologies Multimate 2,3 & 4 

CPT WordPerfect Micom 

DECmate WordStar NBI 

IBM 5520 IBM OS/6 Wang 

IBM Displaywriter Lanier Xerox, more... 


DISK CONVERSION* 
FOR ONLY $10! 

•Limit one coupon per company. 

•Applies only to formats we do in house. 
Please include for postage: 

First Class Mail No charge 
UPS Second Day $6 

UPS Overnight $15 

DOCUMENT CONVERSION SERVICES 

1468 S. Bahama St., Aurora, CO 80017 
(303) 671-6535 


If you have two or more different word pro¬ 
cessors, you may have valuable documents 
which you need converted to WordPerfect 
compatible format. In order to introduce you 
to our high quality conversion services, we're 
offering you a low cost sample disk conversion. 

*Limit one disk at this price. 
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Step 1. From the WordPerfect doc¬ 
ument in which you created the seven 
styles, press Macro Def (Ctrl-FlO), 
and press (Alt-N) to give the macro a 
name. 

This is an example of an Alt macro, 
which is executed simply by pressing 
(Alt-N). 

Step 2. Type “Insert ListNext style” 
to give the macro a description, and 
press (Enter). 

Step 3. Press Style (Alt-F8), press 
Search (F2), type the name of the style 
(in this case “ListNext”), and press 
(Enter). 

Step 4. Press (1) On to insert (turn 
on) the style. 


Step 5. Press Macro Def (Ctrl-FlO) 
to turn off macro definition. 

Now repeat these procedures to 
create the other macros that insert the 
other styles. Use the name BS.WPM 
for BullStart, ALTB.WPM for Bull- 
Next, SS.WPM for StepStart, 

ALTS. WPM for StepNext, and 

ALTT. WPM for Triple. 

Using the Styles and Macros 

Now, whenever you want to create 
a document that uses a list, do the 
following: 

Step 1. From within the Word¬ 
Perfect document, press Style (Alt-F8) 
and (7) Retrieve, type the name or path 


Name: ListStart [BullStart] 

Description: Start numbered [bulleted] list 

Codes: 

[Cndl EOP:6] [Ln Spacing:!] [Par Num Def] [HRt] 

[Ln Spacing:2] [Par Num:l] [-^Indent] 

Name: ListNext [BullNext] 

Description: Next item in numbered [bulleted] list 

Codes: 

[Cndl EOP:6][Ln Spacing:l] [HRt] 

[Ln Spacing:2] [Par Num.T] [-►Indent] 

Name: StepStart 

Description: Start step list 

Codes: 

[Cndl EOP:6] [Ln Spacing:!] [Par Num Def] [HRt] 

[Ln Spacing:2] [-►Indent] [^Mar Rel] 

[BOLD] Step [Par Num:l] [bold] 

Name: StepNext 

Description: Next item in step list 

Codes: 

[Cndl EOP:6] [Ln Spacing:l] [HRt] 

[Ln Spacing:2] [-►Indent] [►-Mar Rel] 

[BOLD]Step [Par Num:l] [bold] 

Name: Triple 

Description: Triple space after a list 

Codes: 

[Ln Spacing:l] [HRt] 

[Ln Spacing:2] 

Figure 2 
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MACRO MAGIC 



If your 


macro doesn’t 


work properly, carefully 


redefine the macro. 





of the style (such as “LISTS.STY”), 
press (Enter), and press Exit (F7) to 
return to the document screen. You 
have to do this step only once with 
each document. 

You can retrieve LISTS.STY even if 
you already have created other styles 
for the document, provided there are 
no conflicts in the names of the styles. 

Step 2. At the location in your docu¬ 
ment where you want the list to begin, 
make sure that the cursor is on a new, 
blank line, then press Macro (Alt- 
F10), type LS, BS, or SS (to start a 
numbered, bulleted, or step list), and 
press (Enter). 

If your macro doesn’t work prop¬ 
erly, go back and carefully redefine the 
macro, especially making sure you 
type the correct style name. 

Step 3. Type the first item in the list. 

Step 4. With the cursor at the point 
where you want to type the next item 
in the list (on a new blank line), press 
(Alt-N), (Alt-B), or (Alt-S). This exe¬ 
cutes the macro to insert ListNext, 
BullNext, or StepNext. 

Step 5. Type the item in the list. 

Step 6. Repeat steps 4 and 5 until 
you’ve typed all the items in the list. 

Step 7. After the last item, press 
(Enter) and (Alt-T) to triple space. 

That’s all there is to it. If you delete, 
add, or move an item in your list (ex¬ 
cept the first item), WordPerfect will 
automatically keep the list numbers in 
proper order. 

You’ll notice, in fact, that this article 
contains numbered, bulleted, and step 
lists that show how important lists are 
and demonstrate the use of the fist- 
making styles and macros. □ 
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The Premier Grammar And Style Checker, 

RightWriter® helps you improve your business writing. Not a spelling checker...RightWriter is 
a sophisticated expert system for pointing out problems in grammar, style, word usage, and 
punctuation. Acclaimed by PC World, Info World and Classroom Computer Learning. 


The Perfect Accessory 
To Any Word Processor. 

Good writing is more than correctly 
spelled words. That’s why your word 
processor’s spelling checker and thesaurus 
only do part of the job 
RightWriter’s powerful analysis can 
help you write with clarity and impact. 

To use RightWriter, create your docu¬ 
ment as you normally would. Using a 
simple, one-word command, RightWriter 
creates a marked-up copy of your original 
document with comments pointing out 
errors in grammar, style, word usage, and 
punctuation. These comments are the 
your guide to better writing. 

System Requirements 

384K memory with two dual sided diskette drives, 
or one diskette drive and hard disk. 

INCLUDES FREE! RightWords 

Customize RightWriter to fit your particular needs. $30 Value. 
DeskMate® and UNIX® versions available. 


Version 3.1 Features 

^ It’s easier to use, because it has only 
one command to leam. Your word 
processor does the rest. 

s Inserts messages directly into text 

to point out possible errors and problem 
areas in letters, proposals and reports. 

is Now runs from within 
WordPerfect 5.0! 

is Indexes measure the strength of 
delivery, readability, use of adverbs and 
adjectives, and the use of jargon. 

^ For use on IBM PC, PC/AT, PS/2 
and all true compatibles. 

i/ Uses more than 4,500 rules to 

make its recommendations. 

is New Menu System allows users to 
quickly customize RightWriter to meet 
their particular needs. 

fX Recommends, never decides. 

RightWriter is a writing aid ; the final 
decision is always left to you. 


Compatible With All Versions Of These Word Processors: 

Bank Street Writer® 

Multimate® 

pfs: First Choice® 

Edix/Wordix® 

Multimate Advantage® 

Q&A Write® 

Enable® 

New Word® 

Samna® 

HomeWotd II® 

OfficeWritet® 

SideKick® 

IBM Writing Assistant® 

PCWrite® 

WordPerfect® 

Leading Edge® (LEWP) 

PeacKIext® 

WordStar® , WordStar 2000® 

Microsoft® Word 

pfs: Write® 

WlksWriter® (HI, Deluxe and plus) 

Microsoft® Write 

pfs: Professional Write® 

XyWrite® 


RightWriter Vernon 3.1. Just $95.00 

We offer a 30-day', money back guarantee on direct orders. VISA, MasterCard and AMEX accepted. Add $4-50 for shipping. 
Florida residents add 6 percent sales tax. International orders add $15. 


A RightSoft Product from RightSoft, Inc. 

4345 Samuel Street, Sarasota, Florida 34233 (813) 923-0233 

Copyright 1989, RightSoft, Inc. RightWriter is a registered trademark of RightSoft. All other trademarks acknowledged. 
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Dot-Matrix vs. Laser 
Can you see the difference? 


WordPerfect Scoop 


Atech Shows Off 
Publisher’s 


Powerpak at 
Comdex 

SAN MARCOS (CA) - Atech 
Software has introduced version 1.0 
of Publisher’s Powerpak, an add-on 
utility program that works with 
leading word processing and desktop 
publishing programs. Powerpak is 
designed to work with WordPerfect 
5.0 or higher and Microsoft Word. 
Atech chose the Chicago Comdex 
show to announce its price and 
availability. Initial evaluators were 
impressed by the product's 
capabilities: an enhanced printer 

driver that produces laser-like output 
on more than 300 printers, and a 
new print enhancer with Postscript 
like capabilities. Users can now 
select every point size from 6 to 
1,000 point. This precise font 
flexibility enhances the printing 
capabilities of both word processing 
and desktop publishing applications. 
In addition. Publisher’s Powerpak 
allows WordPerfect 5.0 or higher 
and Microsoft Word users to exceed 
the HP LaserJet’s maximum point 
size limitation of 36 point. 

Product now widely available 
The Atech Software Series: 
Publisher’s Powerpak, WordPerfect 
5.0 and Microsoft Word editions are 


.eeEEEEE 


Sample Powerpak Output 

available through leading software distributors and retailers 
and through Atech Software Center via (6l9)-438-6883. 

Publisher’s Powerpak Redefines 
Desktop Publishing 

SAN DIEGO (PP) - Atech Software's Publisher’s 
Powerpak is an add-on printer and font enhancement 
program designed to enhance the quality of your 
printed documents. Using Publisher’s Powerpak, you 
can now add more than 80,000 font combinations to 
WordPerfect and Microsoft Word’. Fonts can be made 
in almost any size or style allowing you to choose the 
best match for your documents. Publisher’s Powerpak 
will build new fonts that are perfectly matched with the 
resolution of your printer. Now you can produce 
memos, reports, and letters that are eye catching and 



This complex page, formatted with WordPerfect 5.0 and printed by Publisher’s Powerpak, uses 
many fonts in combination with graphics. Now all dot-matrix, Inkjet, and Laser printers can 
print everything on this page, including the headline which is 50 point. 


WordPerfect Scoop 


Atech Shows Off 
Publisher’s 
Powerpak at 
Comdex 


SAN MARCOS (CA) - Atech 
Software has introduced version 1.0 
of Publisher's Powerpak, an add-on 
utility program that works with 
leading word processing and desktop 
publishing programs. Powerpak is 
designed to work with WordPerfect 
5.0 or higher and Microsoft Word. 
Atech chose the Chicago Comdex 

availability. Initial evaluators were 
impressed by the product's 
capabilities: an enhanced printer 

driver that produces laser-Hkc output 
on more than 300 printers, and a 
new print enhancer with Postscript 
like capabilities. Users can now 
select every point size from 6 to 
1,000 point. This precise font 
flexibility enhances the printing 
capabilities of both word proce ssing 
and desktop publishing applications. 
In addition, Publisher’s Powerpak 
allows WordPerfect 5.0 or higher 
and Microsoft Word users to exceed 
the HP Laseijet’s maximum point 
size limitation of 36 point. 

Product now widely available 
The Atech Software Series: 
Publisher’s Powerpak, WordPerfect 
5.0 and Microsoft Word editions are 


eeBEEEE 


Sample Powerpak Output 

available through leading software distributors and retailers 
and through Atech Software Center via (619M38-6883. 

Publisher’s Powerpak Redefines 
Desktop Publishing 

SAN DIEGO (PP) -- Atech Software’s Publisher’s 
Powerpak is an add-on printer and font enhancement 
program designed to enhance the quality of your 
printed documents. Using Publisher’s Powerpak, you 
can now add more than 80,000 font combinations to 
WordPerfect and Microsoft Word . Fonts can be made 
in almost any size or style allowing you to choose the 
best match for your documents. Publisher’s Powerpak 
will build new fonts that are perfectly matched with the 
resolution of your printer. Now you can produce 
memos, reports, and letters that are eye catching and 
exciting. 



This complex page, formatted with WordPerfect 5.0 and printed by Publisher’s Powerpak, uses 
many fonts in combination with graphic*. Now all dot-matrix. Inkjet, and Later printers can 
pnnt everything on this page, including the headline which is 50 point. 


Publisher's Powerpak upgrades your dot-matrix output to 
Laser-Like™ quality for only $139.95. 


□ Works and prints inside WordPerfect using existing commands. Sample 

Typefaces 


□ Requires no additional hardware or memory. 

□ Includes 30 popular typefaces - scaleable from 6 to 1,000 point 
(more than 13 inches tall). Plus, a large library of add-on typeface 
packages available at $29.95. 

□ Supports your dot-matrix printer at its highest resolution. 

□ Supports all WordPerfect special effects (such as small, large, 
outline, etc.) and prints sideways in landscape mode. 

"An excellent font solution for all WordPerfect users. Try it!" 

Ed Shropshire WordPerfect Corporation 


To see Laser-Like output on your printer, 
call for a free demo disk: 

1-800-748-5657 

Aik/I/ 

Software 4 5964 La Place Ct. #125 Carlsbad, CA 92008 (619) 438-6883 
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GRAPHICS 



911 Emergency 
Graphics 

A “first aid” introduction to this fun, 
useful feature 


Graphics appear complicated at 
first. You start by innocently pressing 
(Alt-F9), and, BOOM—you're faced 
with a cornucopia of decisions. 

So which do you choose? It’s obvi¬ 
ous you can’t put a graphic image in a 
line, so you can eliminate number five. 
But what’s the difference between a 
Figure and a Text Box? What is a 
Table? 

Then there’s the mysterious User- 
defined Box. It’s enough to make you 
want to dig out a Bic bail-point and 
make your box the old-fashioned way. 

Stop. Relax. Put your Bic away. 
Here’s a little secret: It may not matter 
which box type you choose. Many 
times, you could pick any one of the 
first four, and get results that are just 
dandy. Simply create the graphic first, 
and worry about the border style later 
when you have a better idea of how you 
want it to look. 

I call this the Emergency-911 
method, because of the keystrokes: 
(Alt-F9), (1), (1). WHAM! Without 
even pausing to ponder the differences 
between the box types, you’re at the 
Definition: Figure menu shown in Fig¬ 



ure 1. 

The first item in the figure definition 
is selection (1) Filename . Press (1) to 
tell WP which graphic image you want 
to use. At the bottom of the screen, 
you’ll be told to Enter filename. Forget 
the name of the file? Don’t even know 


which directory the file is in? Don’t by Elden Nelson 
worry. 

Simply go into your default direc¬ 
tory by pressing list Files (F5). (If 
your Fonts/Graphics disk has copied 
into a directory other than your default 
directory, type in the full pathname.) 

Press (Enter). Highlight the file you 



want, and press (1) Retrieve. Some¬ 
how, the program figures out whether 
your file is text or graphics, and duly 
notes it. 

If you don’t have the WP Graphics 
copied into a directory on your hard 
drive, putthe WP Fonts/Graphics disk 
in drive A Press (1) Filename, and at 
the Enter filename: prompt, type A:. A 
list of filenames will appear with .WPG 
extensions (WordPerfect Graphics). 
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Highlight the desired file, and press 
(1) Retrieve. 

Next in the menu is the Caption 
option. If you don’t want a caption, just 
skip this and go on to step three. If 
you’d like some kind of text attached to 
your box, press (2) Caption. 

Suddenly you’re in something that 
looks an awful lot like your editing 
screen, with a Figure 1 displayed. If 
that’s all you want your caption to say, 
just press Exit (F7) and be on your 
way. If your figure needs a bit more 
explanation, you can add it after the 
figure number, or backspace over the 
figure number and write what you 
want. (If you change your mind and 
want Figure 1 back again, press (FI) 
for Undelete, (1) Restore or press Alt- 
F9.) 

For your caption, type I shot an 
arrow , then press Exit (F7). 

On to the Type option. You are 
about to discover a well kept secret— 


Definition: Figure 


1 - Filename 

2 - Caption 

3 - Type 

4 - Vertical Position 

5 - Horizontal Position 

6 - Size 

7 - Wrap Text Around Box 

8 - Edit 


Paragraph 

0 " 

Right 

3.25" wide x 3.25" (high) 
Yes 


Selection: 0 


Figure 1 


the power of the Page Type. Press (3) 
Type, then (2) Page. 

Using the Vertical Position and Hor¬ 
izontal Position options, you can place 
your box anywhere on the page. Press 
(4) Vertical Position. 

Selecting the Vertical Position for 
Page-type graphics is fun because it’s 


so easy. If you pick Full Page , the 
graphic will take up the full length of 
the page. 

This is particularly useful for creat¬ 
ing a page border. If you press Graph¬ 
ics (Alt-F9), (1) Figure, (1) Create, (3) 
Type, (2) Page, (1) Full Page then Exit 
(F7), you’ll have a border around your 



What retrieves vital information from 20 megabytes of files in 5 seconds ? 

Works with any of 20 popular word processing programs plus Dow Jones, 
CompuServe, Lotus 1-2-3 and ASCII? Saves you countless hours of search time? 
ZylNDEX 3.0, the fastest, most comprehensive text retrieval program of its kind. 
Only ZylNDEX 3.0 lets you: 

• perform AND, OR, NOT and proximity (one term WITHIN "n" words of 
another) searches 

• work with structured or unstructured files 

• mark and save to ASCII files 

• access on-line help menus 

• enjoy full product and system support.. .plus all these new capabilities! 

• auto indexing and updating 

• super wild card searches 

• major LAN compatibility 

• complete phrase search 


IIMFO 

WORLD 


ZylNDEX Personal single 
index list 500 files. $95 
ZylNDEX Professional 
multiple index list 5000 files 
per list. $295 

ZylNDEX Plus multiple index 
15,000 files per list/researcher 
package list. $695 


ZyLAB 

^ Corporation 

3105-T North Wilke Road 
Arlington Heights, IL 60004 
FAX 312-632-1129 
Phone: 312-632-1100 


More than a text retrieval program, 
ZylNDEX will actually change the 
way you manage information. 

For free demo diskette, call: 

1-800-544-6339 

© 1988, ZyLAB Corp. 
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Selecting the Vertical 
Position for Page-type 
graphics is fun because 
it’s so easy. 



page—it’s that simple. Try using Line 
Draw to do the same thing and you’ll 
realize what a boon this is. If you pick 
Top, the graphic starts at the top mar¬ 
gin. 

Your other choices are Center and 
Bottom. The Set Position option allows 
you to say exactly how far from the top 
of the page (not the margin) you want 
the top of your box to be. For now, 
press (3) Center. POOF! The box is 
now centered between the top and bot¬ 
tom of the page. 

Horizontal Position does the same 
kinds of things, but sideways. Press 
(5) Horizontal Position, and you get 
three options: (1) Margins, (2) Col¬ 
umns, (3) Set Position. 

The Set Position option allows you 
to choose how far from the left side of 
the page you want your box to appear. 
The Margins option allows you to posi¬ 
tion your box on the left side, right 
side, both sides, or even in the center. 
If you’re working in columns, press (2) 
Columns. 

You’ll be prompted to enter the col¬ 
umn number. A list then appears, al¬ 
lowing you to put your box on the left, 
right, both left and right, or in the cen¬ 
ter of the specified column. You can 
even put your box between columns by 
specifying a range when prompted for 
the column(s)—i.e., if you enter 1-2 
when prompted for Enter Column (s):, 
the graphic is placed between columns 
1 and 2. For now, press (1) Margins, 
(3) Center. 

You’ll notice that the Size measure¬ 
ments are no longer 3.25" x 3.25". 
When you loaded your ARROW1. 
WPG graphic, WordPerfect scaled the 
box to fit nice and snug around the 


Design Breakthrough For WordPerfect Users! 


Just Add Your 
Text & Print! 


If you can type text, you can create 
your customized version of these 
exciting business documents in 
minutes. Use WordPerfect to add text 
and print over 50 different page designs 
that automatically take full advantage 
of WP’s graphics features and your 
printer’s maximum graphics power. 

These are not simply “templates” 
or “style sheets”, they are full “page 
designs”. Our professional designers 
have spent hours combining complex 
artwork, attractive headline fonts, and 
stylish borders into first class, 
functional page layouts, ^u don’t 
spend valuable time tackling the nuts 
and bolts of drawing and designing 
from scratch. 

WordPerfect Macros Make It Easy 

PagePak’s WordPerfect Macros 
automatically size and position 
PagePak artwork, and take you directly 
to the spot where you begin typing 
your text. 

In addition to text, you can add 
your favorite clip art (fully compatible 
with MGI’s PicturePaks), spreadsheet 
or presentation software charts and 
graphs, or fancy fonts. Plus, PagePaks 
work with many other leading desktop 
publishing, presentation, draw, and 
paint graphics packages. 

Special Introductory Price: $99.95 
Call toll free: 

800 - 368-3773 


Borders 
& Page 
Treatments 




Newsletters 
& Magazines 


Proposals 
& Reports 

(not shown) 


Your company name 

ItSSSSSSK 



Charts 
& Graphs 

(not shown) 


PagePak and PicturePak are trademarks of Marketing 
Graphics Inc. (MGI). WordPerfect is a registered trademark 
of WordPerfect Corp. 
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arrow. But you don’t have to leave it 
that size. Press (6) Size. 

Use (1) Width (auto height) if you 
need the box to be a certain width, but 
want WordPerfect to scale the height 
so that the graphic is in its correct 
proportion. 


If you need the box to be a certain 
height, but want WP to scale the hori¬ 
zontal portion for you, use (2) Height 
(auto width). 

If you need both a certain height 
and width, use (3) Both Width and 
Height. Try it. Press (3) Both Width 


and Height. Type 2" for the width, 
press (Enter), type 1.5" for the height 
and press (Enter). 

Puzzled about Wrap Text Around 
Box ? I’ll make it short and sweet. Set it 
at Yes, and your text won’t write on top 
of your graphic box. Set it at No and 
your text will write over the box as if it 
weren’t even there. 

To see what you’re creating (provid¬ 
ing you have a graphics card), press 

If you don’t like the 
changes you’ve made, 
press (Ctrl-Home) to 
restore the graphic to its 
original condition. 



(8) Edit. Pressing (Pg Up) lets you 
zoom in on it. (Pg Dn) lets you pan out. 
The (+/-) keys allow you to rotate the 
graphic. If you don’t like the changes 
you’ve made, press (Ctrl-Home) to re¬ 
store the graphic to its original condi¬ 
tion. 

When done, Press Exit (F7) to take 
you back to Figure Definition. Press 
Exit (F7) again to return to your main 
editing screen. Now take a look at your 
graphic in View Document (Shift- 
F7,6)—if you don’t have a graphics 
card, print it. 

Graphics not only look good, they 
can be fun to create. The 911 method 
provides a good “first aid” introduc¬ 
tion. 

Experiment with other features like 
the Graphic Options and Graphics 
Types, and then you’ll learn other 
ways to use Graphics to liven up your 
documents. □ 

Elden Nelson is a WordPerfect custo¬ 
mer support representative. 


Application available on 
Disk of the Month , page 57. 
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Avery LabelPro TM 
Software for IBM 
PCs offers an easy 
way to produce 
professional¬ 
looking labels and 
transparencies from 
your HP LaserJet® 
or PostScript® 

compatible laser printers. LabelPro features 
include: 

• Preset layouts for Avery Laser Labels 

• Scalable fonts, borders & clip art 

• Imports dBASE® and WordPerfect® 

• Free Avery Laser Labels & 
Transparencies in each box. 

Ask for LabelPro Software by product code 
#5100 from your local office 
products and computer dealer 
or caff 1-800-535-3232 ext. 30 
for further information. 

AVERY 



Avery Laser Supplies 

Order these Avery Laser supplies by product code number: 


Product 

Code 


Label Size 
HxW 


Labels Per Sheets Per 
Sheet Package 


Laser Label Software 


LabelPro Software 


Laser Transparencies 


5182 8y2"x11" 

5282 8V 2 "x11" 


Return Address Labels 


Address/Shipping Labels 


80 


5160 

5161 

5162 

5163 

5164 

5165 


1"x2 5 / 8 " 

1" x 4" 

iy 3 "x4" 

2" x 4" 
3y 3 " x 4" 
8y 2 " x 11" 


Laser Diskette Labels 


5196 2 3 /4"x2 3 / 4 " 
for 3y 2 " diskettes 

5197 iy 2 "x4" 
for 5y4" diskettes 


30 

20 

14 

10 

6 

1 


9 

12 


50 

20 


25 


100 

100 

100 

100 

100 

100 


70 

70 



5293 

5294 

5295 


1 %" 

2y 2 " 

3y>" 


24 

12 

6 


25 

25 

25 
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1 YEAR...$16.00 



Name___ 

Title ____ 

Address ____ 

C ity_State_Zi p_ 

Country____ 

Phone ( ) ____ 

□ Payment enclosed □ VISA □ MC □ AMEX 
□ Bill me later 

Name on Charge_ 

Card #_Exp._ 

Please allow 4-6 weeks for delivery of your first issue. Send foreign 
orders prepaid in US funds or paid by VISA, MC, or AMEX; add 
$18.00 per year for Canada. Add $24.00 per year for International. 

SA0190 


Finally! 

A magazine created for 
WordPerfect users 


We offer two ways for you to receive 
your very own copy of WordPerfect, the Magazine: 

1 Full One-Year Subscription . 12 issues at our regular subscription rate 
of $16.00. Save 44% off the newsstand price! 

2 Discount Two-Year Subscription, 24 issues for only $26.00. 

Save 64% off the newsstand price! 

Mail in a card or call 801/226-5555 today! 

(Add $18.00 per year for Canada. Add $24.00 per year for International.) 


Te’s 

One 

eUs 

sens of computer maga- 
WordPerfect Magazine is 
ing you use WordPerfect 
id more efficiently. 

asier? Create better-look- 
Get the job done faster? 
he number one word pro- 
for answers. Each issue 
tips, hints and other “how 
month we cover macros, 
nd other time-saving tools. 


Please enter my subscription 
to WordPerfect, the Magazine. 

Q 1 year $16.00 


WordPerfect 

THE MAGAZINE 
□ 2 years $26.00 
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City, 
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.Zip. 


Country _ 
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□ Payment enclosed 
e on Charge_ 
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Please allow 4-6 weeks for delivery of your first issue. Send foreign orders prepaid in US funds or paid by VISA, MC or 
AMEX; add $18.00 per year for Canada. Add $24.00 per year for International SB0190 


ig is only part of the “Big 
so help you get the most 
Perfect, DataPerfect and 
oducts. 

scribe or renew your sub- 
Perfect Magazine. Take ad- 
mey-saving offer; 12 issues 
ings over the newsstand 
landy tear-out subscription 
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IN THE 
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arrow. But you don’t have to leave it 
that size. Press (6) Size. 

Use (1) Width (auto height) if you 
need the box to be a certain width, but 
want WordPerfect to scale the height 
so that the graphic is in its correct 
proportion. 
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^ Avery LabelPro ™ 
Software for IBM 
PCs offers an easy 
way to produce 
professional¬ 
looking labels and 
transparencies from 
your HP LaserJet® 
or PostScript® 

compatible laser printers. LabelPro features 
include: 

• Preset layouts for Avery Laser Labels 

• Scalable fonts, borders & clip art 

• Imports dBASE® and WordPerfect® 
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No One 
like Us 

T here are dozens of computer maga¬ 
zines. Only WordPerfect Magazine is 
dedicated to helping you use WordPerfect 
software better and more efficiently. 


Want to write easier? Create better-look¬ 
ing documents? Get the job done faster? 
People who use the number one word pro¬ 
cessor rely on us for answers. Each issue 
supplies valuable tips, hints and other “how 
to” helps. Every month we cover macros, 
styles, graphics and other time-saving tools. 

Word processing is only part of the “Big 
Picture.” We’ll also help you get the most 
from Office, PlanPerfect, DataPerfect and 
other WPCorp products. 


Act now! Subscribe or renew your sub¬ 
scription to WordPerfect Magazine. Take ad¬ 
vantage of our money-saving offer: 12 issues 
for $16 (a $20 savings over the newsstand 
price). Mail the handy tear-out subscription 
card today! Or call 801/226-5555. 
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The Successful 
Entrepreneur 

Don't let rhinos stamp qwtyour_ creative_fires 


by Howard Ruff 

S everal times each month, I’m ap¬ 
proached by friends with a new 
business idea, an invention or 
some special skill they want to sell. 
They usually want two things: money 
and advice. I never give money, but if 
time permits, I give them my best ad¬ 
vice, but not the usual balance sheet, 
marketing and financial projection ad¬ 
vice—all of which are, of course, im¬ 
portant. 

The guts of business success are 
the character, attitude, and behavior of 
the entrepreneur. 

The successful entrepreneur is 
truly another breed of cat. He has a 
compulsion for growth and success. 
He happily takes risks and he's un- 
defeatable. 

Here's my list of the things you 
must have to achieve business suc¬ 
cess, “Ruffly” in descending order of 
importance. Without most of them, 
you won’t make it. You might still make 
it without one or two of them, but I 
doubt it. 

1) A Supportive Spouse. Nothing is 
more destructive to a marriage or a 
business than a spouse who is not will¬ 
ing to endure years of deprivation, 
chronic cash shortages and fear (the 
sky-is-falling feeling when you wake up 
to a worry at 4:00 a.m.). Needed is an 
almost Christ-like willingness to re¬ 
frain from nagging or criticism when 
success takes longer than expected. 
Without that attitude, the emotional 
price to be paid will cause either the 
marriage or the business to fail. 


If your spouse adds unnecessary 
emotional burdens to the already intol¬ 
erable, new-business pressures, you 
will be less effective. Or, in your desire 
to please your spouse, you cannot, or 
will not, make the sacrifices necessary 
for success. 

2) No Back Doors. Starting a small 
business is an all-consuming, frustrat¬ 
ing and exhausting effort. If you have 
an easy out, a terrific job to go back to, 
a lot of cash to fall back on, or whatever, 
you probably won’t hang in there when 
it is tempting to give up. 

Almost every successful business 
had several occasions when all 
seemed lost. The guy who refused to 
give up, made it. 

If you have a back door, you are 
much more likely to quit when it seems 
hopeless. If you really want to succeed 
in business, burn your bridges so 
there is only one way to go, and that’s 
forward. A kamikaze is more likely to 
complete his mission if the wheels fall 
off as he takes off, which is exactly 
what happened in World War II. 

3) Incurable Optimism. Small busi¬ 
nesses rarely succeed when the 
founder is a pessimist, or overly cau¬ 
tious with an “accountant-like mental¬ 
ity.” I’m not knocking accountants. Not 
all of them have accountant-like men¬ 
talities. I mean the timid souls who see 
problems where the entrepreneur 
sees opportunities. 

When a real entrepreneur sees an 
opportunity, he pounces on it If he 
keeps his eye on his objective, obsta- 
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cles are merely exciting challenges. 
He believes in himself, his product and 
his mission, despite everyone else’s 
pessimism. 

Napoleon Hill’s great book, Think 
and Grow Rich, says, “No great enter¬ 
prise will ever begin if all obstacles 
must first be overcome.” That is the 
entrepreneur’s creed. Optimism ulti¬ 
mately prevails because skepticism 
eventually crumbles under the relent¬ 
less pressure of an incurable optimist. 
An optimist has to hire some pessi¬ 
mists to keep the books and deal with 
the banker, but he should keep them 
out of his life as much as possible be¬ 
cause they will stifle his dream. 

There’s an utterly hilarious movie 
you all should see called “The Gods 
Must Be Crazy.” It’s the delightful 
story of an African bushman family in 
a remote part of the Kalahari Desert. 
They have no possessions, living hap¬ 


pily and simply until a passing pilot 
throws a Coke bottle out of his plane. 

It’s the only possession they’ve ever 
had, and soon they’re squabbling for 
the first time in the history of their 
family, so the father decides to go to 
the end of the world and throw off the 
bottle. 

A subplot involves a game biologist 
who is delivering a pretty school¬ 
teacher to her job in Botswana. Along 
the way, they start a small campfire. 
Suddenly, a rhinoceros comes rushing 
in and stamps out the fire. 

Apparently, rhinos are Africa’s self- 
appointed fire-control officers. When 
they see a small fire, they run in and 
stamp it out. That sounds incredible, 
but see the movie, and you’ll believe. 

Optimistic entrepreneurs mustn’t 
surround themselves with rhinos who 
stamp out their creative fires. The 
skeptics will try to stamp out your 


ideas while they are still fragile. Keep 
away from them until the fire of your 
dream is a raging conflagration no 
rhino can stamp out. Then you can 
safely involve the accountants, attor¬ 
neys and other skeptics who can help 
you control your fires without endan¬ 
gering your blazing dream. 

A start-up business without incur¬ 
able optimism is dead meat. 

4) The Ability to Postpone Gratifica¬ 
tion. The budding entrepreneur must 
be willing to deprive himself now to get 
the big rewards later. If he insists on 
taking a big salary out of the budding 
business, he will suck it dry before it 
matures. 

5) Intellectual Honesty. The real en¬ 
trepreneur strikes a delicate balance 
between rampant optimism and real¬ 
ism. He admits when his product falls 
short of expectations and needs to be 
improved. 
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When he looks at accounting num¬ 
bers, he doesn’t allow his optimism to 
cloud his good judgment. He faces his 
problems squarely and deals with 
them. Because he is honest with him¬ 
self, he’s also honest with others. 
When he hires people, he candidly lays 
out the risks and rewards, but his op¬ 
timism still shines through. 

If he isn’t intellectually honest, 
sooner or later some fact he refused to 
face will rise up and bite him. Opti¬ 
mism won’t save him if it is built on the 
sand of unfaced facts. 

6) A Friend or Partner. Usually the 
entrepreneur has skills in one or two 
areas, but is woefully lacking in others. 
He might be a great salesman, but 
knows nothing about production or ac¬ 
counting. He might be an electronics 
genius or inventor who couldn’t sell 
worms to fishermen, and to him, ac¬ 
counting is witchcraft. 

He needs a business associate who 
shares his dream and supplies the 
skills he does not have. All my major 
successes have been shared with such 
a partner. 

One of my most important business 
strategies is to assess my deficiencies 
and my strengths, then spend my time 
doing only the things I do best. That 
takes intellectual honesty. I either hire 
or affiliate with people who can do 
things I do not do well. 

Once you honestly acknowledge 
what you don’t do well, and turn those 
things over to competent people who 
can share your dream, you are un¬ 
leashed. 

7) A Strong Ego. I don’t know any 
successful businessman who isn’t an 
egotist, although some are better than 
others at concealing it. There is a cru¬ 
cial difference between a big, strong 
ego, and a big, fragile one. Some 
people are offended easily and are con¬ 
stantly on the alert for slights and 
insults, real or imagined. 

The person with a strong ego sim¬ 
ply shrugs off most criticism and only 
counterattacks when good business 
judgment says he must. He usually just 
sails serenely on his self-confident way. 


The clearest symptom of a strong, 
secure ego is the ability to laugh when 
the joke is on you, to take a lot of 
kidding without pain and to never 
doubt yourself despite the ridicule of 
the majority. 

Only a person with a secure ego will 
face reality, admit mistakes, cut losses 
and change directions. 

Secondary, but still important 

Here are a few more points which 
may not be as fundamental as the ones 
above, but can increase the success 
odds of a small business: 

1) You need a business plan. A busi¬ 
ness plan isn’t just an idea or a narra¬ 
tive. It’s a concept reduced to numbers 
on a month-by-month projection. It re¬ 
alistically projects monthly expendi¬ 
tures and income for two years, and 
quarterly after that. It’s usually done 
on a “spreadsheet.” 

Without a business plan, you don’t 
have the slightest idea whether your 
project is even worth doing. You don’t 
know how much capital you need or 
where your potential pitfalls are. 

A good business plan is revised con¬ 
stantly as the real numbers come in 
and become more and more accurate. 

2) You need a personal computer to 
run that spreadsheet. Back in the days 
before PC’s, I remember sitting labori¬ 
ously hour after hour with my adding 
machine and accounting paper, crank¬ 
ing in assumptions about sales and ex¬ 
penses. If I changed one assumption, I 
had to redo the whole spreadsheet. I 
don’t know how many pencils and eras¬ 
ers I wore out. I also remember stop¬ 
ping from sheer exhaustion before I 
had all the answers I needed. 

A PC can change all the other num¬ 
bers with the stroke of a key when you 
change one assumption. 

A business without a computer 
spread sheet business plan can suc¬ 
ceed, but it is infinitely easier with a 
personal computer. 

3) You need a position. A position is 
a simple concept that aims for a rela¬ 
tively narrow segment of a certain 
market. 


A concept which tries 
to be all things to all 
people is a 100-pound 
marshmallow. It generally 
does not cause people to 
flock to your door. 

When people bring me business 
deals, they often emphasize how this is 
“for everyone.” Successful businesses 
usually found a relatively narrow mar¬ 
ket segment, had a relatively simple 
product or service that appealed to 
that segment, then went after it. 

The more specific and specialized 
your product or service, the more 
likely it is to be successful. A concept 
which tries to be all things to all people 
is a 100-pound marshmallow. No one 
knows where to start eating. It gener¬ 
ally does not cause people to flock to 
your door. 

You can broaden your concept later, 
but only within your position. 

Intangibles 

This lengthy treatise has dealt 
mostly with intangibles, but intangi¬ 
bles rule the world. 

Intangible principles are the differ¬ 
ence between business success and 
failure. As Mark McCormack points 
out in his book, What They Don't Teach 
You at the Harvard Business School , 
business schools are numbers-, sys¬ 
tems-, and computer-oriented. 

That’s fine, but those tangibles can 
never take the place of a powerful idea. 
Without the idea, to quote an old 
Southern friend of mine, “That dog 
won’t hunt.” □ 

Excerpted with permission from 
Howard Ruffs Financial Success 
Report Mr. Ruff is a nationally recog¬ 
nized financial consultant and entre¬ 
preneur. 
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Basic Business 
Blueprints 


You need a plan to work from 


by John M. Knab 

hether you’re building a 
business or a skyscraper, 
you need a blueprint. The 
blueprint for your new business is the 
business plan, which simply states the 
objectives of the company and tells 
how you intend to attain them. 

Some entrepreneurs feel uncom¬ 
fortable trying to forecast the future. 
But try launching a business without a 
plan to work from, and you’re likely to 
find yourself with a finished product 
much different than you intended it to 
be. 

The business planning concepts 
and tools discussed here are critical to 
the success of any business venture. 

Why bother writing 
a business plan? 

The most common mistakes made 
in business today include: 

1. Failing to focus adequate atten¬ 
tion on cash flow. 

2. Underestimating the capital, time 
and resources required. 

3. Not being marketing driven. 

4. Inadequate hiring practices. 

To overcome these mistakes, chan¬ 
nel your efforts into planning and exe¬ 
cution. A good business plan changes 
and grows with the business. It is the 
Magna Charta of the company. It be¬ 
comes the compass by which every¬ 
one in the firm sets their course. It 
guides the business to success. 

A well written business plan takes 
time and effort, but can greatly im¬ 
prove your chances for success. 


Creating a business plan forces you 
to examine and evaluate every ele¬ 
ment of your business idea. This pro¬ 
cess provides the following benefits: 

1. A concise statement of your ob¬ 
jectives will provide a vivid look at your 
company’s future. 

2. This planning exercise will help 
you develop key procedures for attain¬ 
ing both short- and long-term goals. 

3. You’ll focus on the long-term vi¬ 
sion of what you ultimately want to 
accomplish, and avoid the pitfalls of 
short-term management focus. 

4. You’ll be able to better anticipate 
possible future risks, and put contin¬ 
gency plans in place. 

The business plan is not a general¬ 
ized statement of direction. It must 
contain clearly stated objectives, mile¬ 
stones, operating policies, implemen¬ 
tation procedures, variance 
measurements for plan versus actual 
performance, and an estimate of capi¬ 
tal and personnel needed. 

After working with hundreds of 
small businesses and several Fortune 
100 firms, I’ve learned of several ways 
these organizations benefit by having 
a well-conceived business plan. 

Estimating needed cash 

A PC-based spreadsheet program 
can help you predict cash needs. Fail¬ 
ing to accurately predict these needs is 
the number one cause of new business 
failures today. You need this informa¬ 
tion for stability, growth—and 
survival. Several low-cost software 
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packages can adequately simulate 
cash flow requirements. 

Obtaining necessary funding 

Once you’ve identified cash re¬ 
quirements, your plan serves as evi¬ 
dence the business has a firm grasp of 
its resources and goals. 

The business plan is the key vehicle 
that represents you to the investment 
community. It makes a good—or 
bad—impression long before you get 
the chance to appear personally. 

Use the plan to keep track of your 
progress, and you’ll begin to notice 
trends and variances. Without a plan, 
it’s much more difficult to realize 
you’re going off course—especially if 
no course has been set. By carefully 
monitoring plan variances, you’re bet¬ 
ter able to avoid deadly mistakes. 

Because your plan has a profitabil¬ 
ity objective, you can better focus on 
exactly where you want to be. The min¬ 
ute profitability begins to decline, you 
can begin fixing the problem. Planning 
forces you to focus on your real goals. 

With a plan in place, you’ll find it 
takes only a few minutes each day to 
review your progress. You can focus 
your time and activity on those ele¬ 
ments of the plan that will help you 
attain your objectives. 

Beginning your business plan 

Getting started is the most difficult 
step in developing a plan. A business 
plan is most critically needed by new 
ventures, existing businesses that 
need to expand, or firms caught in an 
immediate “turnaround” crisis. 

Once the plan has been written, it 
should be reviewed at least once a 
month and revised continually, de¬ 
pending on market conditions. The re¬ 
view process is necessary to keep your 
plan realistic and working. 

The plan should offer clear and con¬ 
cise objectives. It should cover the first 
year of operations in some detail. This 
includes all tactical elements critical to 
the first year’s milestones. 

Although all key management 
members should be involved in the 


planning process, the CEO or presi¬ 
dent should be responsible for defin¬ 
ing the overall business plan. 

As the plan evolves, grows and 
changes, management must remem¬ 
ber to keep all employees informed 
and updated. Effective communication 
is necessary to keep the plan effective. 

An effective business plan should 
include the following segments: 

• Executive Summary 

• Company Profile 

• The Market and Competition 

• The Products and Services 

• Sales 

• Manufacturing 

• Financial Projections 

• Investment Opportunities 

• Appendix 

Executive summary 

This should be no more than two 
pages long and should immediately fol¬ 
low the title page of the business plan. 
Many venture capitalists will base 
their decision to consider your plan 
solely on these two pages. 

The executive summary should 
state very simply the purpose of the 
plan. Readers will be looking for the 
following information: 

• Your company’s current status, 
including its products and services. 

• Who the customer is and the mar¬ 
ket potential available to your com¬ 
pany. 

• How customers will have their 
needs met by your product and ser¬ 
vices. What is the benefit—economic 
or non-economic—to them? 

• Your short-term and long-term 
goals. 

• Cash requirements to meet the 
objectives. 

• Financial projections. 

• If you’re looking for venture capi¬ 
tal, explain how the investor can ex¬ 
pect to benefit. 

Company profile 

Tell where the company will be 
going over the next five years. Explain 
how you got started and what the cur¬ 
rent status of the company is. Be real- 
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istic and credible. The key things to 
explain in this section include: 

• Expected growth over the next 
five years. Do you wish the company to 
remain small or grow considerably? 
Do you intend to turn over the com¬ 
pany to another management team at 
some milestone? 

• Do you plan to take the company 
public or retain private ownership? Are 
you going to acquire other firms? 

• What image do you want the com¬ 
pany to project? 

• Explain your intentions as CEO. 
Do you have a long-term commitment 
to the business or do you plan to sell it? 
Will decisions be delegated to a man¬ 
agement team? 

• Describe the management team 
that exists today and what changes, if 
any, will be made in personnel. This 
may be the most important element of 
the entire plan. If investors don't believe 
in your people, they'll go elsewhere. 

The market and competition 

Clarify who will buy your products 
and services, and why. A clear defini¬ 
tion of the market is crucial to your 
credibility. Describe a complete mar¬ 
ket plan, including where you are at in 
the market today, the benefits your 
customers derive from using your 
products, your short- and long-term 
target markets, your competition, pro¬ 
jected sales and market share. 

• Describe the characteristics of 
the industry and any major trends oc¬ 
curring. Describe your target industry 
in terms of size, and growth forecasted 
over the next five years. 

• List the benefits of your product 
and services—not simply features. 

• Demonstrate that you understand 
the competition. Describe the com¬ 
pany that’s number one in the industry 
and why. Show what comparative ad¬ 
vantages your company will offer. 

• Outline your advertising and pro¬ 
motion strategy. This is a common 
weakness of new businesses, so seek 
professional assistance from advertis¬ 
ing agencies or industry consultants. 
Describe sales plans, distribution strat¬ 


egy, customer support and field ser¬ 
vice arrangements. 

Products and services 

Provide a detailed explanation of 
your products and services. Include 
both existing products and products 
planned for future introduction. Be 
guarded in how much detail you share. 
A non-disclosure agreement may be 
helpful, but will limit your audience. 

Remember to focus on the benefits 
customers receive from your products 
and services. 

Describe how you plan to reach 
your target market. Project month-by¬ 
month sales for the first year. Be sure 
to allow adequate time for startup. 
Many venture capitalists will halve 
your projections and double the time 
frame needed to get there—then see if 
the business idea remains viable. Con¬ 
sider these guidelines: 

• Projected sales should include 
market share—the percent of that 
market you realistically hope to own. 

• Describe your sales force in 
terms of telemarketing, direct sales, 
inside sales, or the use of manufactur¬ 
ing representatives. 

• List planned distribution chan¬ 
nels. 

• Show how sales leads will be gen¬ 
erated and acted on. 

• What is the sales cycle length? 

• Explain your pricing strategy. 
This should include margins offered to 
distribution channels and warranty is¬ 
sues. 

Are you going to make or buy the 
product? What are the production 
costs, staffing needs, engineering sup¬ 
port, R&D requirements and quality 
control procedures? How will custo¬ 
mer satisfaction be measured? 

Financial projections 

This requires the most planning 
time. PlanPerfect 5.0 and tools like 
FastPlan 5.0 (a product of Strategic 
Business Modeling, 800/848-8776) 
are highly useful in developing finan¬ 
cial projections and business plan rhet¬ 
oric. Such financial modeling tools are 


easy to use and let you simulate to the 
dollar where your business should be 
one to five years from now. 

Financial projections should in¬ 
clude: 

• Income statement 

• Balance sheet 

• Cash flow report 

• Five years of income statements 

• Break even analysis 

A cash flow report is particularly 
valuable to the planning process. The 
accounting community has moved 
away from a working capital approach 
and moved to a cash approach. You 
need to know the sources and uses of 
projected cash. You should be able to 
project the company’s cash position at 
any given point, and then be able to 
analyze whether or not it’s adequate to 
fuel the survival and growth of the 
business. 

You should also include a list of cur¬ 
rent stockholders; number of shares 
authorized, issued and outstanding; 
and the past financial history of the 
company. Include projected budget 
needs and growth expectations. 

If you’re seeking venture capital, be 
sure to state how much capital you’re 
asking for. Briefly show how you’ll use 
that capital and when investors can 
expect to cash out. 

The appendix should include the 
resumes of the key officers of the com¬ 
pany. This is a primary element of the 
plan when you seek funding. 

The next decade 

Experts predict businesses employ¬ 
ing fewer than 100 workers will gener¬ 
ate up to half of all new jobs of the next 
decade. With the help of the PC, 
spreadsheets and business planning 
software, entrepreneurs have the plan¬ 
ning capabilities available to only For¬ 
tune 500 companies just a decade ago. 
A business plan, or blueprint, is vital to 
any new or developing business. At¬ 
tempting any new entrepreneurial ven¬ 
ture without this vital tool is a serious 
mistake. □ 

John M. Knab is a business planning 
consultant living in Salt Lake City. 
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Organizing 
Client Records 


PutyowrRolodei if® on a disk 


by Steve Patamia 

I nvestigating the kinds of software 
you need to support your new 
business venture? Despite a vast 
array of software products, you’ll find 
most of your contemporaries concen¬ 
trating on word processing and ac¬ 
counting as the mainstays of their 
business computing. You’ll also find 
that WordPerfect dominates the word 
processing field and that your account¬ 
ing will likely be found wrapped in an 
industry-specific vertical package. 

If you start out limiting your auto¬ 
mation to WordPerfect and a well-cho¬ 
sen vertical package, at best you’ll be 
even with everyone else. To beat the 
competition, apply computers more 
specifically to making yourself a more 
effective entrepreneur and manager. 
DataPerfect makes this possible. 

It’s who you know—and more 

Even if it’s kept entirely in our 
heads, we all accumulate valuable data 
about who we know, relationships, and 
technical details important to the con¬ 
duct of our business. Getting at this 
information quickly aids our produc¬ 
tivity. The methodical accumulation of 
this data gives us a strategic advan¬ 
tage—a leg up as time goes by. 

When strategic factual detail ex¬ 
ceeds what we can comfortably carry 
around in our heads, most of us write 
things down in card files, daytimers, or 
“little black books.” But as business 
grows, problems arise: (1) We spend 
too much time transcribing and updat¬ 
ing—like copying a subset of last 


year’s little book into this year’s little 
book. (2) We need a way to make all 
this information quickly accessible to 
anyone who needs it within the organi¬ 
zation. (3) We need to keep the infor¬ 
mation safe. Misplacing a key 
notebook could spell ruin. 

From the beginning, you need a sys¬ 
tem for recording and retrieving de¬ 
tails that become strategically more 
valuable over time. Although your cho¬ 
sen accounting or “vertical” package 
dictates the systemization of most op¬ 
erational data dike accounts payable 
and receivable files), you need other 
systems to automate the maintenance 
of your strategic databases. 

Be a database handyman 

DataPerfect is a software tool de¬ 
signed expressly to make the con¬ 
struction of database systems easy. 
Because DataPerfect doesn’t require 
learning a programming language, 
simple databases can be put together 
by people with no programming expe¬ 
rience. 

DataPerfect can also be used by ex¬ 
perienced software designers to create 
comprehensive broad-purpose appli¬ 
cations. The things you can do with 
DataPerfect primarily depend on your 
ambition and ingenuity. Regardless of 
who designs and implements the 
database, using DataPerfect has some 
noteworthy benefits: 

1. DataPerfect is a multi-user sys¬ 
tem. Now that computers are inexpen¬ 
sive, businesses are connecting them 
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together into networks. In a network, 
each computer can update and access 
any DataPerfect database. The dis¬ 
semination problem is solved. 

2. DataPerfect is a member of the 
WordPerfect family. Function keys 
and text entry follow the familiar Word¬ 
Perfect pattern. Data can be directly 
exchanged between a DataPerfect 
database and WordPerfect word pro¬ 
cessing documents. 

3. DataPerfect permits large 
amounts of text to be stored with each 
record. Ever run out of space writing 
notes on a 3x5 card? Are your appoint¬ 
ment book scribblings unsightly and 
hard to read? Records in a DataPerfect 
database aren’t limited this way. You 
can establish one or more text fields, 
each one of which allows you to enter 
and scroll through as much as 32K of 
text. 


4. Collecting similar kinds of infor¬ 
mation in a DataPerfect database 
makes searching it, adding to it, modi¬ 
fying it, and generating reports from it 
systematic and fast. No matter how big 
your collection gets, it can be indexed 
in ways that make finding something 
incredibly fast. 

Everyone does it 

The most frequently needed busi¬ 
ness database is a catalog of business 
contracts. This involves names, ad¬ 
dresses and telephone numbers. It can 
also include specific business-critical 
details. For example, a dentist can ben¬ 
efit greatly if patients are routinely re¬ 
minded when checkups are due, based 
on the recorded date of the most re¬ 
cent checkup. Client birthdates and 
policy renewal dates are important to 
insurance agents. 


Commercial real estate agents 
need to keep track of the kinds of prop¬ 
erty their contacts are interested in. 

Seeing is believing 

What might an uncomplicated Data¬ 
Perfect “contact” database look like? 
First, visualize this database as an elec¬ 
tronic collection of note cards, each 
referred to as a record. (While this 
kind of simple database is popular, 
DataPerfect can be used to create 
vastly more sophisticated information 
managing structures.) 

To implement this database, run 
DataPerfect like any computer pro¬ 
gram and use its “define” mode to de¬ 
scribe the kinds of information you 
want in each record. You can move 
freely around an initially blank viewing 
area called a panel, type in labels and 
designate fields. Working in this panel 


-Examples of Field Formats- 

A25 Name (alphanumeric 25 characters) 

A30A2 Description (text 30 characters by 2 lines) 

N999-99-9999 Social Security Number (left aligned numeric) 

G-$ZZ,ZZZ,ZZ9.99 Dollar Amount (decimal aligned numeric) 

D99/99/99, TZ9:99 Date, Time 

Enter Format: A20 


|—CON TACT S-0- 

Business Name (Search Key): 
Last Name..: / 

First Name.: 


(fine Panel-—- 

You can type text in the panel for field labels, or press 


CREATE a Field (F9) 

EDIT Field Format (F6) 
Define Link for iPANEL (F5) 


DEFINE an INDEX (Ctrl-F8) 

DEFINE FIELD Options (Shift-F8) 
DEFINE PANEL Options (Alt-F8) 


—Use Shift-Arrow keys to Change Panel Size 
i—CONTACTS-O-—-- 


Move Panel 


F2- 


Business Name (Search Key): 
Last Name..: 

First Name.: 

Middle Init: 

Address....: 

Xtra Line..: 

City: 

Code: (Alternate Search Key): 


Main Tel: 
Fax etc: 


Zip: 



Figure 1. Laying out the Panel 


Figure 2. All Panel Text in Place 


(fine Index Key Field List---- 

Move the cursor to the next field you want added to the field 
list, then press Select (F4). 

press-—— --- 

1 - Delete List 

2 - Delete Last Entry in List 
0 - Exit 


i—CONTACTS-O— 


Business Name (Search Key): 1 
Last Name..: 2 
First Name.: 3 

Middle Init: 4 Jr/Sr/etc:5 

Address_: 

Xtra Line..: 

City: 

Code: (Alternate Search Key): : 


Main Tel: 
Fax etc: 


Zip: 


Notes: 


Figure 3. Defining Index for Name Search 


—ART- 


--Beginning-- 

Executive Prospec Goldstein Sydney 

art Graphic Consul tan Friedman Anne 

customer Hansen Plumbing Hansen John L 


|—CONTACTS-5- 

Business Name (Search Key): Graphic Consultants 
Last Name..: Friedman 

First Name.: Arme Main Tel: 602-333-4444 

Middle Init: Jr/Sr/etc: Fax etc: fax- 333-5555 

Address-: 3456 U. Kaypock cel- 333-6666 

Xtra Line..: Suite 300 

City: Tuscon State: AZ Zip: 60889 

Code: (Alternate Search Key): art 


Notes: Designed our logo and letterhead 


Figure 4. Lookup from Code Field 


36 


WordPerfect Magazine • January 1990 



















































Even if you’ve got more than 30,000 to worry about. 

When you deal in Snakes, Bumblebees, Sulfides, 
Mans, and Boulder Cateyes, it makes sense to know 
what you’ve got, and where. 

DataPerfect® gives you quick access to as many as 
sixteen million records per database. For a list of all 
your red pieces, check the color index. Size, same 
game. You decide which characteristics you’ll reference 
in the database, and DataPerfect helps you organize 
them. 

Unlike other database programs, with 
DataPerfect you don’t need to know a 
::: gramming language to design a 
utabase the way you want it. 

U e it instructions, and DataPerfect 
■ml pint a catalog of information, 


including data columns and explanatory text. Or you 
can convert DataPerfect files to WordPerfect® merge 
format, and edit your reports WordPerfect style. 

You may not collect rare marbles. But you probably 
collect something, whether it’s client information or tax 
records. Add DataPerfect to your collection, and you 
also receive WordPerfect’s legendary customer support. 
Toll-free. 

Find out what you’re missing. Talk to your dealer or 
call WordPerfect Corporation for details. 
DataPerfect (800) 526-5045 




WordPerfect 


CORPORATION 

1555 N. Technology Way Orem, UT 84057 

Telephone (801) 225-5000 Telex 820618 FAX (801) 222447 


WordPerfect and DataPerfect are registered trademarks of WordPerfect Corporation within the United States. 












( Matfi r Edit 


math equations 
for WordPerfect 


MathEdit lets you put typeset quality equations as simple as A > V x 2 y or complex as 
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into your WordPerfect documents! And no codes need to be learned! 


Simple to Use 

MathEdit has onscreen menus and messages that 
guide you through your equations, so no codes or 
mark-up language are necessary. 

WYSIWYG 

A window shows your equation as you create it. 
A What-You-See-Is-What-You-Get screen display 
shows your equation just as it will be printed. 


Math Formatting 

MathEdit takes care of formatting: exponents are 
reduced, fraction bars, radicals, integrals, brackets, etc. 
are scaled to fit equations of any size or complexity. 
Functions within functions are no problem! 

Printing 

Equations are in HP LaserJet, PostScript (EPS), or 
graphics formats. These equations are easily inserted 
into WordPerfect. 


KTALK 

EL _ ^SOOUUUNICA T/nAlfi — 


:= 50 McMillen Ave., Suite 100 Columbus, OH 43201 (614) 294-3535 FAX #: (614) 294-3704 


CIRCLE 25 ON READER SERVICE CARD 



CORPORflTlOn 


STACKABLE 
MOUNTING SYSTEM 


STOM KEYBOARD TEMPLATES 


DATA-CAL KEYBOARD TEMPLATES 

(For IBM and compatibles) 

Featuring our exclusive stackable mounting system. 
Templates are available for: WordPerfect 5.0 and 4.2, Lotus 
1-2-3, Microsoft Word, Multimate Advantage II, dBase IV, 
Microsoft Excel, Smartware, Borland Sprint and Dataflex.’ 

POPULAR DATA-CAL KEYTOP OVERLAYS 
also available for the above programs @ $14.95 per set 
CUSTOM OVERLAYS AND TEMPLATES 
can be ordered to your specifications in quantities of 10 units or 
more. Contact Data-Cal Corporation 3401 E. Broadway , Suite 
8, Phoenix, AZ 85040 for details and quotation. Phone: 
602-243-1234. 

WE OFFER AN EXTENSIVE LINE OF OTHER SOFTWARE 
SUPPORT PRODUCTS...CATALOG AVAILABLE. 

All products fully guaranteed with immediate delivery 
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is essentially like designing a fill-in-the- 
blank form; the fields are the “blanks.” 
To create a field, simply place the cur¬ 
sor where you want the field to be and 
press a key (F9) to signal that the field 
should be placed there (Fig. 1). Data- 
Perfect then asks what the format of 
the field should be. Specify this by 
using simple codes based on examples 
displayed to assist you. 

Even without trying any of the fancy 
things Oike arithmetic, date calcula¬ 
tions and text manipulation) that can 
be done with fields, you can easily de¬ 
fine a useful panel in a few minutes. 
Figure 2 shows what the resulting 
panel might look like. 

Next, think about the different ways 
you might want to locate or sort re¬ 
cords, then define an index for each 
sorting order. Creating an index takes 
just a few keystrokes. We begin by 
pressing (Ctrl-F8) and choosing “Cre¬ 
ate Index” from a menu of options dis¬ 
played. Tab among the defined fields 
and press (F4) to include the fields in 
the order desired. You can create as 
many indexes as needed, and more 
can be added after the database is in 
use (Fig 3). Once the indexes are cre¬ 
ated, DataPerfect automatically keeps 
them up to date as you later add and 
delete records. 

For example, create the following 
indexes: 

1. clast name> cist name> cmiddle 
initial> cjr., Sr., etc> 


2. ccity> cstate> clast name> cist 
name> cm.i.> cjr., Sr., etc> 

3. czip code> clast name> cist 
name> cm.i.> cjr., Sr., etc> 

4. ccode> clast name> cist name> 
cm.i.> cjr., Sr., etc> 

5. ctel no> clast name> cist name> 
cm.i.> cjr., Sr., etc> 

6. ebusiness name> clast name> 
cist name> em.i.> cjr., Sr., etc> 

Through these indexes (and addi¬ 
tional ones created in the future), Data¬ 
Perfect allows you to look up or locate 
records by name, city, zip code, classi¬ 
fication code (which you invent as 
needed), telephone number and busi¬ 
ness name. One reason you include 
subsequent fields in each index is to 
fully specify a display sequence. An¬ 
other is to resolve conflicts—i.e., mul¬ 
tiple people sharing the same last 
name or zip code, etc. 

You haven’t defined any reports 
(that can be done later), but you now 
have a ready-to-use database. This 
database just could become the heart¬ 
beat of your organization. 

The plan comes together 

It’s one year later. Business has 
been good. You have three computers 
linked by a network. Mary needs to 
identify and call that guy who designed 
your logo. At her computer she pops 
into the database and does a lookup on 
the code field for “art” and “graphics.” 
She quickly finds her man (Fig. 4). 


Sam wants to follow through on a 
prospect who called last month, but he 
failed to set up a prospect file. Because 
Sam has developed the habit of putting 
all names in the contact database, 
there’s no problem. He finds the pros¬ 
pect by searching for the partially re¬ 
called name or through the code field 
using “prospect” as the key (Fig. 5). 

Want to call that fellow you remem¬ 
ber as a good partnership candidate 
when the business got bigger? You 
think he’s moved since then? No prob¬ 
lem. Mary updates the contact 
database every time she gets a notice 
in the mail affecting anyone’s address 
or phone. When you find his record in 
the database, you also see the notes 
you took about your conversation with 
the person a year ago. You also see 
notes about a newspaper article that 
featured him (Fig. 6). 

You finally go into partnership with 
the guy, and want to publicize the 
event. Simply create a set of mailing 
labels from your contact database, and 
you can get the news to everyone 
you’d like. 

That’s just one of a thousand scenar¬ 
ios that happen in offices every day. 
Once you decide to systematically col¬ 
lect routine contact information in a 
strategic database, it doesn’t take long 
to start enjoying the advantages of that 
decision. □ 

Application available on 
Disk of the Month, page 57. 


-MILGO- 

--Beg inning-- 
Executive Prospects 
Graphic Consultants 
Hansen Plumbing 
Milgo Electric 
Patterson 


Goldstein 

Friedman 

Hansen 

Goffrey 

Patterson 


Sydney 

Anne 

John 

Michael 

John 


r CONTACTS-5- 



Business Name (Search Key): 
Last Name..: Goffrey 

First Name.: Michael 

Milgo Electric 

Main Tel: 602-555-1212 

Middle Init: S Jr/Sr/etc: 
Address....: 

Xtra Line..: 


Fax etc: 

Ci ty: 

State: 

Zip: 

Code: (Alternate Search Key) 

: prospect 


Notes: Made Inquiry Aug 89 - 

John. 



Figure 5. Lookup on Business Name 


Executive Prospec Goldstein Sydney 

Graphic Consul tan Friedman Anne 

Hansen Plumbing Hansen John 

Patterson Patterson John 

MiIgo Electric Goffrey Michael 


Exit-F7 Create-F9 Edit-F6 Lookup-t Help-F3- 


art 

customer 
investor 
prospect 
--End-- 

lbrowsing RECORD 

—CONTACTS-5-— 

Business Name (Search Key): Patterson 
Last Name..: Patterson 
First Name.: John 
Middle Init: B Jr/Sr/etc: 

Address_: 34567 Hollow Street 

Xtra Line..: 

City: Tulsa State: OK Zip: 54320 

Code: (Alternate Search Key): investor 


Main Tel: 202-444-1111 
Fax etc: 


Notes: Met in January. Considerable Experienc our business. 

Wants to move here -- potential partner if business grows. 
Got change of address effective May (Mary)- inputted. 
Article in Gazette about J.P. in business section 6/7/89 


Figure 6. Finding the Very Important Person 
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Some pointing devices 
feel quite alien. 









Not every kind of pointing device fits your kind of hand. 










TrackMan is built 
the way you are. 


teyrfilif 4 H 

Wc%": vjS%a& - fc , J \ 

** 



IV/76/7 we put our minds to 
designing the next generation of 
pointing devices, we started 
with our hands. It turns out that 
thumbs have over twice the muscle and agility of 
other fingers—which only go up and down. 

We tested dozens of prototypes. None beat the 
body you see before you. A trim 4.25"x 5.25" fully 
equipped with a low-inertia, lightweight ball (placed 
under the thumb), three buttons 
(under the fingers), and room 
to rest the hand. 



TrackMan is smart, too: 
adjustable from 50 to over 
15,000 d.p.i. resolu- 
jj|| tion (default at 500); 

on-the-fly ballistic driver; lots of built-in 
|j| menus to speed up popular keyboard based 
applications. Even a shell for Lotus 1-2-5? 

Simple to install, this stationary mouse is 
compatible with all other top-selling mice. 
TrackMan is guaranteed to work with any 
application on a 256K IBM (or compatible) 
personal computer. Price? $159? complete 
with Satisfaction Guarantee, and 7-Days- 
A-Week Product Support. 

For further information call: 

800 - 231-7717 

In California: (800) 552-8885 
In Canada: (415) 795-8500 
In Europe: ++41-21-869-9656 


LQOiTEGH 

1 ' 



Serial version: Bus version is SI 49. ™/-2-3 is a trademark of Lotus Corp. 
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by Lisa Downs 
Bearnson 



Coconuts are 
harvested in 
the Samoan 
Village. 
At right, 
Samoan 
woman 
demonstrates 
mat weaving. 

(Courtesy PCC) 


R ecently I saw behind the scenes 
of Hawaii 5.0. No, not the “Book 
im, Danno” Five-oh. This was differ¬ 
ent. Sure, there were ocean waves, 
hula girls, and palm trees—but there 
was also a whole lot more. 

This “Hawaii 5.0” is the Polynesian 
Cultural Center (PCC), Hawaii’s num¬ 
ber one tourist attraction. The center 
uses WordPerfect 5.0 as its primary 
word processor. 

The PCC, a non-profit organization 
owned by The Church of Jesus Christ 
of Latter-day Saints (the Mormons), is 
located in the historic community of 
Laie on Oahu’s north shore. It helps a 
million tourists a year visit Tonga, Ta¬ 
hiti, Fiji, the Marquesas, Samoa, New 
Zealand and Old Hawaii—all in the 
same afternoon. The center’s primary 
purpose is to preserve and perpetuate 
the cultural heritage of Polynesia while 
providing jobs and scholarships for 
hundreds of students at the adjoining 
Brigham Young University-Hawaii 
Campus. 

Long ago a desolate sanctuary for 
those accused of breaking taboos, Laie 
has become a tourist favorite. As early 
as 1844, Mormon missionaries were 
working among the Polynesians in Ta¬ 
hiti and surrounding islands. By 1865 
the Utah-based church had purchased 
a 6,000-acre plantation in Laie, where 
Hawaiian members gathered to live. 
While touring Hawaii, Latter-day Saint 
leader David 0. Mckay envisioned 
Laie becoming an “intellectual center 
for the people of the entire pacific . . . 
whose influence would be felt for good 


towards the establishment of peace in¬ 
ternationally.” The Polynesian Cul¬ 
tural Center, coupled with BYU-Hawaii 
is working to make this dream a reality. 

Over 60% of the center’s almost 
1,000 employees are BYU-Hawaii stu¬ 
dents working their way through 
school as guides, demonstrators, res¬ 
ervations clerks, cooks, gardeners, 
dancers and musicians. 

Village workers share their arts and 
crafts, games, food samples, music and 
dances unique to their islands. 

Guests are encouraged to partici¬ 
pate in a variety of activities. For exam¬ 
ple, visitors in the Fijian village learn 
how to play derua bamboo instru¬ 
ments; the Maoris teach how to twirl 
their poi balls; and the Tahitians show 
their hip-shaking ote’a or tamure 
dance. Several games are also featured 
in the villages—shuffleboard Tongan 
style and titiorea , the Maori stick game 
played to music. Practical skills can be 
learned by watching island women 
weave baskets, mats, fans and bags 
from dried lauhala or pandanus 
leaves. Village workers also involve on¬ 
lookers in demonstrations such as 
pounding boiled taro roots into Hawai¬ 
ian poi , making ngatu or Tongan tapa 
cloth from the inner bark of the mul¬ 
berry plant, and climbing a Samoan 
coconut tree. 

The Polynesian love of good food is 
a tradition that’s observed at the PCC. 
Samples of island foods like poi or 
baked bananas and breadfruit are 
available in the villages. The Ali’i 
Luau , a tasty dinner featuring Hawai- 
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Tongan 

dancers 

entertain 


visitors at 
the center. 

(Courtesy PCC) 


ian-style kalua pig, teriyaki chicken, 
ripe pineapple, tangy salmon, chicken 
long rice and fresh island fish and poi, 
is offered nightly to guests. 

A 15-minute guided canoe tour of 
the 42-acre center helps guests get a 
flavor of each village. Highlights of the 
tour include the Maori waka taua, a 
40-man war canoe carved for King 
George V of England, and the unusual 
niu kapakahi y a 15-foot-high coconut 
tree that winds for 75 feet. 

‘This is Polynesia,” a 90-minute eve¬ 
ning extravaganza, is the center’s high¬ 
light. This production, performed 
nightly by a cast of more than 100, is 
the world’s largest Polynesian revue. 

Organization is one key to the 
center’s success. Lei Cummings, PCC 
programmer analyst, says the center 
uses WordPerfect 5.0 on PCs and 
Macs. This word processor’s easy-to- 
use functions help employees be more 
efficient. All new employees have a two 
hour “crash course” to teach them the 


basics of 5.0. Lei shows them how to 
use a memorandum macro she set up 
on the LAN. 

‘This macro makes writing stan¬ 
dard memos for all the employees as 
easy as pushing a few keys,” Lei ex¬ 
plained. “It standardizes the look of the 
memos being circulated.” 

Steve Christensen, PCC market an¬ 
alyst, coordinates market research 
and surveys, and prepares reports and 
presentations for the board of direc¬ 
tors. “I use WordPerfect all the time to 
bring data in from other programs and 
transfer graphs from Harvard Graph¬ 
ics into WordPerfect for presenta¬ 
tions,” he says. Steve is working on his 
Masters Degree at a nearby college 
and uses 5.0 for school projects. 

Steve’s dad, James Christensen, is 
the president of PCC. “He lives by his 
Franklin Planner,” says Steve. “Lei cre¬ 
ated a macro for him that establishes a 
format compatible with the planner. 
The macro allows him to write down 


BYU-Hawaii Comes of Age 



BYU-Hawaii 
Band performs 
nightly for 
tourists. 

(Photo by Robert 
H. Downs) 


Adjacent to the 
PCC is Brigham 
Young University 
of Hawaii (BYU- 
H), a small univer¬ 
sity that provides 
an educational ex¬ 
perience in a 
multicultural set¬ 
ting. Two thou¬ 
sand students representing more 
than 40 countries attend the univer¬ 
sity. Almost 10% of the students 
major in computer science. 

Bill Neal, professor of computer 
science at BYU-H said, “When you 
once heard ’literacy,’ you thought of 
readin,’ writin,’ and ’rithmetic. Now 
students need a fourth basic skill: 
computer literacy” 

Today BYU-H students develop 
this fourth skill with word process¬ 
ing, electronic spreadsheets and mi¬ 
crocomputer operating systems on 
the university’s 52 PCs and 35 Macs. 


The main goal of BYU-Hawaii’s 
computer science department is to 
teach students computer skills so 
they can go back to Fiji, Micronesia 
and other remote islands and teach 
their own people to be computer lit¬ 
erate. 

Cookie Soliai, word processing 
supervisor for student services, be¬ 
came employed at BYU-H in June of 
’89. At that time an old word proces¬ 
sor called the “pride system” was in 
use. 

Cookie found creating letters and 
memos frustrating because she 
couldn’t copy, block, move or edit. “It 
took me three to five hours to edit 
one letter,” she said. “Finally I re¬ 
quested a PC and WordPerfect 5.0.” 
She now has created documents 
using merge, graphics, macros and 
other WordPerfect features. One of 
her goals is to create a training pro¬ 
gram to teach employees more fea¬ 
tures of WordPerfect. 
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WORDPERFECT 5.0 DISPLAYS MULTIPLE 
These Characters Are Shown 
Boldface and under 1 ine look fine, but 
Do your italics look like this 
Before, you couldn't tell whether 
An outline font is good for titles, 
It is important to be able to tell 
And Small caps and double underline 
Redline is designed to 
When you want to display different 
YOU USED TO HAUE TO GUESS, BUT 


FONTS USING HERCULES RAI1F0NT CARDS 


While Writing And Editing. 

what about all the other possibilities ? 

or can you. really see italics 7 

you had typed subscript or superscript, 

only RanFont lets you ill o Sp 1 MJ 'O'dHt 1 0 Mi©. 

strikethrough fron under 1ine . 

Do Not Have To Be so contusing■ 

help you . 

character sizes' Ee Ee Ee Eb Eb Eb 

HOW VOU CON SEE WHAT VOU FIEAN. 


Doc 1 Pg 1 Lu 1” Pos i" 


Without Hercules RamFont 


With Hercules RamFont 


Only Hercules video cards with RamFont allow 
WordPerfect 5.0 users to display multiple type 
styles and attributes while writing and editing. 
No other video cards offer these advanced capa¬ 
bilities. Add Hercules graphics for WordPerfect’s 
new page preview and you’ve got the best 
display anywhere for WordPerfect 5.0. 

Hercules RamFont and graphics are available 
only on the Hercules Graphics Card Plus, 


a monochrome video with a parallel port, 
and the Hercules InColor Card, featuring the 
Hercules graphics and RamFont modes in 
16 colors. 

Improve your system where you’ll see it the most- 
on-screen. Hercules, the inexpensive upgrade. 

For more information about how Hercules 
improves WordPerfect 5.0 and other favorite 
programs, call toll-free 1-800-532-0600, ext. 171. 




The RamFont Advantage. 

©Copyright 1988 Hercules Computer Technology, Inc., 921 Parker St., Berkeley, 

CA 94710. Hercules, InColor, and RamFont are trademarks of Hercules Computer 
Technology, Inc. All other product names are trademarks of their respective owners. 
Technical Support 415-540-0749, Sales 415-540-0212. 
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The Pageant of 


the Long 
Canoes is 
performed 
four times 
daily (except 
Sundays). 

(Courtesy PCC) 


his notes, thoughts, and ’things-to-do’ 
list for the day, and then prints them on 
Franklin Planner-size paper.” 

WordPerfect 5.0 and Line Draw are 
also used by PCC employees to create 
I.D. cards and organizational charts. 

What makes the center Hawaii’s 
number one experience? Frank and 
Dora Rodriguez from St. Louis, Mis¬ 
souri, reply: ‘We thought it was won¬ 
derful to sample all the different island 
cultures in the same day! We loved the 


plants and coconut trees, and the peo¬ 
ple were beautiful.” 

When you visit Oahu and want the 
true flavor of these exotic islands, for¬ 
get what you saw all those years on TV. 
Visit the Polynesian Cultural Center— 
the real Hawaii 5.0! □ 

Lisa Downs Bearnson is assistant 
editor ^/WordPerfect Magazine. 


Application available on 
Disk of the Month, page 57. 


We Want Your 
Company... 

... for an applications-oriented feature story. If you use 
WordPerfect software to solve challenging or repetitive busi¬ 
ness problems, we want to write about you, your company and 
the application. 

We’re interested in advanced applications of WordPerfect, 
DataPerfect and PlanPerfect that can be documented and 
shared with our readers. Applications should be specific 
rather than general, and may involve macros, styles, graphics, 
merges and sorts, calculations, values, fonts, or other features. 

Send us a brief, one-page explanation of your application. 
Let us know what kind of business you’re in, and who to 
contact. We’ll select the best applications, and feature them 
and your company in WordPerfect Magazine. Writing and 
photography will normally be handled by our editorial staff, 
but we’ll be happy to consider experienced writing talent from 
your own company. 

Edie Rockwood 
Assistant Editor 
WP Magazine 
270 West Center 
Orem, UT 84057 
FAX 801/226-8804 


Send letters to: 


WordPerfect 

THE MAGAZINE 
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Business Portfolio 


Memo Macro 


To create your own company 
memo macro, follow these steps: 

First, create a blank memo. Type 
your company letterhead (centered) 
at the top of the form. Insert a A C 
(Shift-F9, C) next to ‘To:, From:, and 
Subject:.” Insert a A D (Shift-F9, D) 
next to “Date” so the date the memo 
is written will automatically be in¬ 
serted for you. Press Graphics (Alt- 
F9), (5) Line, (1) Horizontal, and 
press Exit (F7). 

This will insert a line between the 
subject and the message. This line 
won’t appear on your monitor 
screen, but you can see it in View 
Document (Shift-F7, 6). Insert an¬ 
other A C directly under the Horizon¬ 
tal Line Code (this is where the 
message will be typed). Your docu¬ 
ment should look like Figure 1. 
Name your file “Memo.” If you’re on 
a network, save your file in a central 
directory for other users to access. 
Stand-alone PC users could copy the 
blank memo to the same directory 
on their hard or floppy disks. 

To create the macro, press 
Macro Define (Ctrl-FlO). At the 


POLYNESIAN CULTURAL CENTER 


EXECUTIVE OFFICES 
MEMORANDUM 


TO: A C 
FROM: ~C 
DATE: ~D 
SUBJECT: ~ 


“Define Macro:” prompt, name the 
macro (i.e., Alt-M for memo), press 
(Enter), type a description (i.e., 
Memo Merge), press (Enter). Press 
Merge/Sort (Ctrl-F9), (1) Merge, 
type the entire path name of the 
memo you created (i.e., 
c:\wp50\memo) and press (Enter) 
twice. Finally, press Exit (F7), (N), 
(N) and Merge R (F9) to end the 
merge and macro. 

To use the macro, press (Alt-M) 
and press Merge R (F9) after each 
blank is filled in. End the merge by 
pressing Merge R (F9). 

Your memo is now ready to be 
printed. 


Franklin Planner Macro 


To create your own memo to print 
on Franklin Planner-sized paper, 
follow these steps: 

Note: You can modify this macro 
to work with any specific format by 
changing the paper size, margins 
and tab settings. 

Press Macro Define (Ctrl-FlO), 
name the macro (i.e., Alt-F), type a 
description and press (Enter). 

Press Format (Shift-F8), (2) 
Page, (8) Paper Size, (6) Half Sheet 
and (1) Standard. Press (5) Margins, 
type 1" for top margin, press (Enter), 
type 0" for the bottom margin, and 
press (Enter) twice. Press (1) Line 
and (7) margins. 


Type .85" for the left margin, 
(Enter), .2" for the right margin and 
press (Enter) twice. Press (1) Line, 
(8) Tabs and Delete to End of Line 
(Ctrl-End) to clear all tabs. Type 1.1", 
.25" and press (Enter). Press Exit 
(F7) twice and Macro Define (Ctrl- 
FlO) to end the macro. 

To invoke the macro press Macro 
(Alt-FlO) and (Alt-F) before typing 
the information you want in your 
Franklin Planner or other time 
scheduler. 

Your document will automatically 
be formatted so its margins and 
paper size will match those of your 
daily scheduler. 


Figure 1 



Colorful sunset 
parade at the 
Polynesian 
Cultural Center. 

(Courtesy PCC) 
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by Ed Shropshire 

I n the early days of personal com¬ 
puters, typewriter-quality printing 
was considered great. In today's world 
of PostScript printers, users are more 
demanding—and are often frustrated 
by the limitations of their own printers. 
Many dream of having the power of a 
PostScript 1111 printer, but can’t afford to 
spend several thousand dollars. 

Now five software programs bring 
the power of PostScript to dot matrix, 
ink jet and laser printers without any 
additional hardware. With these pack¬ 
ages, everyone can enjoy the full 
power of WordPerfect 5.0’s font han¬ 
dling capability. 

These five products can enhance 
printing in several ways. They allow on 
the fly font scaling, just like PostScript 
printers. In addition, each of these 
products improves the quality of 
WordPerfect’s graphics printing by 
printing large graphics without adding 
memory to the printers themselves. 

Why would you want PostScript? 
PostScript generates fonts as the doc¬ 
ument is printed—thus the phrase on 
the fly . When using PostScript with 
WordPerfect 5.0, users choose a base 
font then select (Ctrl-F8, 4), and point 
size (the size of the character). 

PostScript has the ability to select 
any point size desired. This ability 
greatly enhances the desktop publish¬ 
ing abilities of WordPerfect 5.0. It pro¬ 
vides an advantage over traditional 
fonts which have fixed point sizes, 
such as 12 point Times Roman or 14 
point Helvetica. With traditional fonts, 
users are restricted to the point sizes 
that are available. These fonts are 
stored on the computer’s hard drive 
and then downloaded to the printer 
before or during printing. 




DOUGLAS COATS/PUTNAM STOCK 







Bitstream Fontware is a cross be¬ 
tween PostScript and traditional fonts. 
With Bitstream, font sizes must be 
generated outside of WordPerfect 5.0, 
then saved on a hard disk. The fonts 
are then used like traditional fonts. 
The main advantages of PostScript 
over traditional fonts are flexibility and 
ease of use. 

For a long time, spending $3,000 to 
$5,000 on a PostScript printer was the 
only way to have on the fly fonts. Re¬ 
cently, several companies have pro¬ 
duced add-in boards that bring the 
power of PostScript to Hewlett 
Packard LaserJet series II printers. 
The add-in board approach is very ex¬ 
pensive, with some boards costing sev¬ 
eral thousand dollars. 

The five products reviewed here 
bring the power of PostScript to almost 
any type of printer with little or no 
additional hardware. They are: Go- 
Script, by Laser Go; Freedom of Press, 
by Custom Application Inc. (CAI); 
UltraScript PC, by QMS; PacificPage 
PostScript Cartridge; and Publisher’s 
Powerpak, by Atech Software. The 
first four are PostScript emulators. 
Publisher’s Powerpak doesn’t emulate 
PostScript, but does have fully scale- 
able fonts. 

The big advantage of these prod¬ 
ucts is that they not only vastly in¬ 
crease the power of laser and ink jet 
printers, but add flexibility to printers 
that won’t work with traditional fonts. 
Adding font capability opens a whole 
new world to users of dot-matrix print¬ 
ers. These products also increase print 
quality. They won’t turn a dot-matrix 
printer into a laser printer, but they 
greatly enhance the printers they’re 
used with. 

Because Publisher’s Powerpak is 
the only one of the five products that 
isn’t a PostScript emulator, it will be 
discussed separately. 

UltraScript PC, Freedom of Press, 
PacificPage and GoScript use Post¬ 
Script drivers supplied with the appli¬ 
cation software. With WordPerfect 5.0, 
you might choose the Apple Laser¬ 
Writer Plus driver, or any other stan- 


Now five software 
programs bring the 
power of PostScript to 
dot matrix, ink jet and 
laser printers without any 
additional hardware. 


dard 5.0 PostScript driver. The driver 
is edited so the output is sent to a file 
instead of a port. This is done by press¬ 
ing Print (Shift-F7), (S) Select Printer, 
(3) Edit, (2) Port, (8) Other. The pro¬ 
gram then uses the file to generate the 
output for the type of printer available. 

The installation and setup of all four 
programs is easy and straightforward. 
All of these programs (and the Pacific- 
Page cartridge) are very easy to use 
and configure for different printers. 
Their manuals are easy to use and pro¬ 
vide useful information. The GoScript 
and UltraScript PC manuals are very 
well organized and have additional in¬ 
formation power users will find help¬ 
ful. Each product is fairly simple to use, 
although WordPerfect 5.0 users will 
find printing with them cumbersome. 
When using GoScript or Freedom of 
Press, you must exit WordPerfect 5.0 
to print documents. Freedom of Press 
has a memory-resident utility that 
prompts the user to print the file after 
exiting WordPerfect 5.0. GoScript 
users must move to the GoScript direc¬ 
tory and manually type the command 
to print the document. This can be 
easily automated by creating a simple 
batch file. 

While the plug-in PacificPage car¬ 
tridge is the easiest to use, UltraScript 
PC is by far the easiest of the software 
programs if you have 1.5 MB of RAM. 
With the additional memory, Ultra- 
Script PC will allow you to print from 
within WordPerfect 5.0, although 


WordPerfect 5.0 won’t operate while 
the document is being printed. In addi¬ 
tion, UltraScript PC will not only use 
expanded memory, but will also use 
extended memory—eliminating the 
need for an expanded memory driver 

Using a PostScript emulator has a 
price. PostScript emulators are slow 
compared to normal printing. Each 
product varies in speed, with Ultra- 
Script PC the fastest. 

Except for the PacficPage car¬ 
tridge, all of these products also re¬ 
quire a hard drive with at least three or 
four Megabytes free. UltraScript PC 
and Freedom of the Press require an 
IBM AT compatible or higher, while 
GoScript runs fine on IBM XT’s and 
compatibles. Freedom of Press re¬ 
quires at least one-half megabyte of 
expanded memory. If users plan on 
using these products a great deal, ad¬ 
ditional memory and a Math Co-pro¬ 
cessor are highly recommended. The 
additional hardware will increase 
speed tremendously. 

GoScript and Freedom of Press re¬ 
quire the user to exit WordPerfect 
before printing. UltraScript PC will 
print from within WordPerfect 5.0, but 
only if the user has enough memory. 

Although these PostScript products 
aren’t perfect and have their draw¬ 
backs, they’re still a great investment 
for WordPerfect 5.0 users. In addition, 
they’ll work with most software pack¬ 
ages that support PostScript printers. 
They should work fine with Word¬ 
Perfect 5.1 without modification. 
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Before purchasing any of these 
packages, you should contact the com¬ 
pany offering the product to make sure 
your printer is supported. UltraScript 
PC costs $195 and comes with 25 type¬ 
faces. UltraScript PC Plus is $445 and 
has an additional 22 typefaces. For 
more information contact QMS, Inc. 
408/986-9400. 

GoScript comes standard with 13 
typefaces, and the cost is $195. Go- 
Script Plus has 35 standard typefaces 
and costs $395. For additional informa¬ 
tion contact LaserGo, Inc. 619/450- 
4600. 

Freedom of Press costs $495, and 
comes with 35 typefaces. For more in¬ 


formation contact Custom Application, 
Inc. 508/667-8585. 

The PacificPage PostScript car¬ 
tridge provides owners of the HP 
Laseijet series II printers an easy way 
to obtain PostScript output. This car¬ 
tridge plugs into the left slot of an HP 
series II, then users select an Apple 
LaserWriter IINT in WordPerfect. The 
printer will then emulate an Apple 
LaserWriter IINT. The output from the 
cartridge is high quality, and users 
have 35 scaleable fonts available. 

This is a very easy solution for 
producing PostScript output on an HP 
series II printer. Cartridge installation 
and setup is simple. The cartridge is 
not dependent on the type of IBM com¬ 
patible, and will even work with XT 
class machines. The cartridge does re¬ 
quire the printer to have at least 2.5 
megabytes of memory. If the printer 
has only 512K, the cartridge can be an 
expensive option. The PacificPage car¬ 
tridge costs $695. This may seem ex¬ 
pensive, but the cartridge does have 
several advantages, including ease of 


use—just plug it in and print Another 
advantage is that no hard disk space is 
required. Software PostScript emula¬ 
tors can require up to 4 MB of hard 
disk space. The PacificPage PostScript 
cartridge is great for users of HP series 



II printers. For more information, con¬ 
tact Pacific Data Products at 619/552- 
0880, 6404 Nancy Ridge Drive, San 
Diego, CA 92121. 

Those who want to improve their 
output without having to make all of 
the sacrifices required with PostScript 
emulators might consider Publisher’s 
Powerpak for WordPerfect 5.0. 
Publisher’s Powerpak doesn’t emulate 
a PostScript printer, but has plenty of 
power of its own. Powerpak has fully 
scaleable fonts in sizes ranging from 6 
to 1,000 points. Fonts are selected and 
used the same as on a PostScript 
printer. Instead of using a PostScript 
driver, Powerpak generates its own 
WordPerfect 5.0 printer driver. 



MISSING ISSUES? 

Subscribed to WordPerfect Magazine, but missed out on 
early, information-packed issues? It’s not too late to order back 
issues, but you must act now. Supplies are limited. 

Back issues are available in the 
U.S. and Canada for $3 per copy 
(including postage). Foreign 
orders are $6 per copy (postage 
paid). Prepayment is required in 
U.S. dollars. 

Simply specify the issues and 
quantity desired, enclose payment, 
and send to: 

Word Perfect 

THE MAGAZINE 

Back Issue Department 
270 West Center Street 
Orem, UT 84057-9918 
Credit card orders call 
801/226-5555 
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Because Powerpak was written for 
WordPerfect 5.0, the product prints 
considerably faster than the other 
products mentioned do. In addition, 
Powerpak supports over 300 printers, 
the most of any of these five products. 
Powerpak supports some printers that 
WordPerfect 5.0 doesn’t It requires no 
additional hardware, and runs fine on 
IBM XTs and compatibles. Powerpak 
is easy to install and configure for dif¬ 
ferent printers. The process of select¬ 
ing fonts is a bit awkward, but most 



users will have no problem with it. The 
documentation is adequate and easy to 
understand. While a hard disk is re¬ 
quired, Powerpak requires less than 
one megabyte of disk space, even with 
several optional typefaces. Too, 
Powerpak will print from inside Word¬ 
Perfect 5.0, although background 
printing is suspended. 

One drawback to Powerpak is that 
the package works only with Word¬ 
Perfect 5.0 (with a 5.1 version to be 
available soon). Versions are available 
for Ventura Publisher and First Pub¬ 
lisher, but these must be purchased 
separately, although any additional 
typeface purchased can be used with 
any of the versions. In addition, Atech 
Software is offering a free copy of 
Publisher’s Powerpak for PlanPerfect 
5.0 to anyone who purchases a copy of 
PlanPerfect 5.0. 

Publisher’s Powerpak comes with 
three typefaces, each of which has six 
styles (including normal, italic, bold, 


and outline). Additional fonts cost $25 
for two typefaces. Over 35 typefaces 
are available. In addition, Atech sells 
six typefaces from Monotype, which 
cost $79.95 each. Publisher’s 
Powerpak is priced at $139.95. A free 


demo disk is available from Atech. For 
more information and the free disk, 
contact Atech Software 800/748-5657 
or 619/438-6883. □ 

Ed Shropshire is a WPCorp third- 
party compatibility specialist. 



For Opulent Overtones 
in Oliver's Office Work, 

He uses FontMaker for WordPerfect* 


Oliver adds creative flair to his 
work with fonts from the Font' 
Maker Typeface Library. He can 
easily create fonts that maintain 
their clarity and quality at any 
size, from 4 to 155 points. 
FontMaker typefaces contain 
complete kerning information 
and include normal, bold, italic, 
and bold italic weights. 

FontMaker typefaces support the 
following printers: 

•Hewlett Packard LaserJet +/II/ 
IID/2000, and compatibles. 

• Hewlett Packard DeskJet & 
DeskJet +, and compatibles. 

• Canon LBP series laser printers 
and compatibles. 

If Oliver can create opulent 
overtones, just imagine what you 
can create! 


THE FONT FACTORY® 

A Good Software Company 


Our typeface library includes: 

CG Times 
CG Triumvirate 
iTC Avant Garde 
Century Schoolbook 
Futura II 

Gatamond Antiqua 

ITC Souvenir 

Univers 

Univers Condensed 

ITC Benguiat 

ITC Lubalin Graph 

Microstyle 

Decorative 1 - Dom Casual 

e/laanuz., LiOCidl 

ITC Zapf Dingbats - 


Order Today! 

1-800-44-FONTS 

(214) 239-6085 
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With the 5.1 Tables feature you have amazing 
control over columns and rows of 
information. Great for making 
your own forms. 

Edit an equation using English-like 
commands. The Equation Editor 
builds and displays graphics- 
based equations. Is there a 
scientist in the house? 
Now your equations are 
simple to write. 

Of Mice and Menus... 
You asked for it! 


Easier to use. More 
features. No hardware 
upgrade. 

At WordPerfect Corporation 
we’re serious about listening to 
our users. While everyone else is 
trying to keep up with us, we’re trying 
to keep up with you. WordPerfect 5.1 is 
our latest response to your needs. 

Easier to use 

By adding pull-down menus and mouse support, 
we’ve made WordPerfect easier to learn and use. 
With context-sensitive help, you have more help 
in more places. And filenames can be longer. Name 
your file Letterfrom Mr. Hart to Dr. Burns, instead 
of Hartburn.ltr. 

More features 

WordPerfect 5.1 boasts over 30 new features. Like 
Tables. Work with columns and rows of information 
like never before. Merge has been magnified, yet 
simplified. Creating mailing labels is a breeze. Tabs 
are now more flexible. Spreadsheet data can be 


retrieved right 
into a document. 
And with the automated 
equation editor, equations are 
simple to write. 

Memory requirements 

We’ve added more features, but not the need for 
more memory. WordPerfect 5.1 still runs in 384K 
of free memory, the same as 5.0. 

To get a copy of WordPerfect 5.1, see your 
local dealer. Or call us at 1-800-526-5147 for 5.1 
update information. 

With WordPerfect 5.1, your documents can look 
better than ever. Because only one word processor 
is WordPerfect. 


WordPerfect 

CORPORATION 

1555 N. Technology Way Orem UT 84057 

Telephone: 1-800-526-5147 Telex: 820618 FAX: (801) 222-4477 


WordPerfect is a registered trademark of WordPerfect Corporation in the United States. 







Creative Calendars 

Ring in the new year with 5 . 1 by Valerie Connell and Kristy Lucero 


W P 5.1 Tables feature lets you do fun things. For 
example, how about starting the new year by 
creating your own calendar? Just follow these steps: Note: 
To better understand the new Tables feature, see What’s So 
Great About Tables?, page 57. 

Press Columns/Tables (Alt-F7), (2) Tables, (1) Cre¬ 
ate. You’ll be prompted for the number of vertical columns. 

Macro: Action 

File ALTC.WPM 

Description Place dates in calendar 

{ASSIGN}0~1~ 

{TEXT} 1 ~ How • many • days • are • in • the • current • month? • ~ 

{ PROMPT} Place • your • cursor ■ on • the ■ first • day • of • the 
•month and - press • 

Enter ~ {PAUSE} 

{LABEL} Count ~ 

{IFHVAR 0}>{VAR 1}~ 

{QUIT} 

{ELSE} {VAR 0}{Tab} 

{ASSIGN}0 ~ {VAR 0} + l~ 

{GO}Count~ 

{END IF} 


Figure 1 

Type 7 (the number of days in a week) and press (Enter). 
You’ll then be asked the number of horizontal rows you 
want in the table. Allow five rows for the numbers, one row 
for the weekday names, one row for the 
month name, and a very large row for the 
illustration—type (8) and press (Enter). 

With your cursor in Cell Al, press Block 
(Alt-F4), press (End). Press (7) Join. Answer 
(Y) to “Join the cells?” You should now have a 
single cell at the top of your table. 

With your cursor in Cell Al, press (2) For¬ 
mat, (3) Row Height and (1) Single-Line 
Fixed. Type 4, and press (Enter). Don’t be 
alarmed if the cell size doesn’t change on your 
screen. You can see the change in Print 
(Shift-F7), (6) View Document. 

To center your illustration horizontally 
within the cell, press (2) Format, (1) Cell, (3) 

Justify, (2) Center. Now prepare the second 
row for the month name. With your cursor in 
Cell A2, join the seven cells by pressing Block 


(Alt-F4), press (End), (7) Join, and answer (Y) to join the 
cells. Press (2) Format, (3) Row Height, (1) Single-Line 
Fixed, and type .5. 

To have the name of the month appear larger and darker 
than the calendar numbers, make these changes to the cell 
format: press (2) Format, then press (1) Cell, (2) Attributes 
and (1) Size. For the name of the month, press (6) Very 
Large. Press Bold (F6). 

The name of the month is centered both horizontally 
and vertically within the cell. To accomplish this, horizon¬ 
tally center the text by pressing (2) Format, (1) Cell, (3) 
Justify and (2) Center. Modify the vertical alignment of the 
text by returning to the cell format menu. Then press (2) 
Format, (1) Cell, (4) Vertical Alignment, (3) Center. Press 
(3) Lines, (8) Shade option, (1) On. Your cell reference will 
be in reverse video, indicating shading is active for the cell. 

The next row contains the days of the week. Move the 
cursor to Cell A3 to make this row one-quarter inch high. 
Press (2) Format, (3) Row Height, (1) Single-Line Fixed, 
type .25 and press (Enter). To center the text in each cell, 
press Block (Alt-F4), then press (End). To center horizon¬ 
tally, press (2) Format, (1) Cell, (3) Justify, (2) Center. 
Block (Alt-F4) the cells again by pressing (Home) (Left 
Arrow). To center vertically, press (2) Format, (1) Cell, (4) 
Vertical Alignment, (3) Center. 
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You’re on the home stretch. Place 
your cursor in Cell A4. Rather than 
modifying the rows individually, press 
Block (Alt-F4) and press (Home) 
(Down Arrow). This will block Cells 
A4 through A8. Change the height of 


these rows by pressing (2) Format, (3) 
Row Height. 

Although you will be placing only 
numbers in each day of the week, you 
may want to add text to certain dates 
(holidays, birthdays, etc.). To center 


this text, press (3) Multi-Line Fixed. 
Then enter the fixed row height of. 75" 
and press (Enter). 

The table formatting is now com¬ 
plete. Press Exit (F7). The only items 
remaining constant from month to 
month are the days of the week. Place 
your cursor in Cell A3 (check your 
status line for correct placement). 
Type Sunday , press (Tab) and type the 
remaining days of the week. 

Note: If the entire text does not ap¬ 
pear in your cell, press Format (Shift- 
F8), (3) Document, (3) Initial Font and 
select a smaller default font. Press 
Print (Shift-F7), (6) View Document 
to make sure the table looks as it 
should. Press Save (F10), type calen- 
dar.tbl, and press (Enter). 

You can now begin adding the spe¬ 
cifics for January. Place your cursor in 
Cell Al. Your cursor will be centered 
within the cell. Create a user-defined 
graphic box by pressing Graphics 
(Alt-F9), (4) User Box, (1) Create, (1) 
Filename. 

Type the filename of the graphic 
you wish to import and press (Enter). 
Press (4) Anchor Type, (3) Character, 
(7) Size, (2) Height. Type 3.75, press 
(Enter), then Exit (F7). 

The user box should appear in Cell 
Al. Place your cursor in Cell A2. Type 
January. 

Finally, add the dates. Begin with 
your cursor in Cell B4, then type 1 , 
(Tab), 2 , (Tab), 3, (Tab), etc. until you 
place all 31 days in your calendar. 

Remember, you’ll be making a cal¬ 
endar for each month of the year. The 
(Alt-C) macro in Figure 1 makes this 
task easier. 

Print (Shift-F7), (6) View Docu¬ 
ment will allow you to see the finished 
product. 

Save the document as calendar.jan. 
Using the same naming method for the 
remaining months will keep them to¬ 
gether in List Files, where they can be 
marked and printed all at the same 
time. □ 


Application available on 
Disk of the Month, page 57. 



WordPerfect 4.1/4.2/5.0 

Microsoft Word 

Wordstar 

Multimate 

Displaywrite-3,4 

Wordstar-2000 

pfs:Write 

pfs.Professional 

pfs:First Choice 

Lotus Manuscript 

Enable (WP) 

WordMarc Composer 

Officewriter 

XyWrite 

Freestyle/Select 
Spellbinder 
PeachText 5000 
Palantir 
PMate 

Writing Assistant 
Volkswiter 
Leading Edge WP 1 
PC-Write 
IBM DCA/RFT 
Standard ASCII 

1: Conversion to Leading Edge WP 
not currently supported. 


Using R-Doc/X ™ software, you 
can convert documents back 
and forth between all these 
word processing programs 
automatically ... 
with printer control codes and 
most formatting intact! 

*/ Runs on any MS-Dos computer, including 
IBM-PC, XT, AT, PS/2 and compatibles. 

^ Not copy-protected. 

^ Price ($149) includes support for all listed 
formats. And that's direct support, i.e., you don't 
have to go through DCA/RFT or some other 
intermediate format! 

^ As new formats and features are added, upgrades 
are available to customers at nominal cost. 
Supports the extended character set. 

Multiple files may be converted in one operation, 
into same or different subdirectories or disks. 


✓ 

✓ 

✓ 

✓ 


Menu-driven, and very easy-to-use. 

Well-written user manual explains features of the 
different formats. 

Thousands of satisfied users, including 
government agencies, universities ana major 
corporations. 


Price $149. Add $4 for shipping/handling. In NY state add 7% sales tax. MC, Visa, 
Amex, COD accepted. Returnable in 15 days for full refund. Dealer inquiries invited. 


No-Risk 
15-day 


$1491- 


Advanced Computer Innovations 

30 Burncoat Way, #R7 7 

® Pittsford, NY 14534-2216 fa Complete 
§ • • Phone: (716)-383-1939 ~r% t 

Return!! Fax (24-hour): (716)-383-8428 FaCRClge 


Trademarks: R-Doc/X™, Advanced Computer Innwatbns, Inc.; MS-Dos, Microsoft Corp.; IBM, IBM-PC, XT, AT, PS/2, International Business Machines, Inc.; al other product 
names mentioned are trademarks of their respective manufacturers or owners. 
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W)rdFferfect‘ 


WANG 


Archive-Link —Converts between 
WordPerfect and Wang 5 !4" Archive disk. 
Software for your PC. 

WordPerfect version 4.2 and 5.0 as well as 
other popular PC word processing formats 
are supported. 

—Converts between WordPerfect 
and Wang PC documents. Software for your PC. 

Supports WordPerfect version 4.2, 5.0 and 
other popular PC word processing formats. 

Off! —Wang VS 2110 terminal emula¬ 
tion. Document/file conversion and transfer 
between WordPerfect and Wang VS. 

VsCom also includes one step transfer of 
WordPerfect documents and files in and out of 
Wang Office Mail Boxes. 

VsCom supports conversion and transfer 
of WordPerfect versions 5.0 and 4.2. 

Other popular PC word processing formats 
can be converted and transferred with VsCom. 


WirdPferfect' 

and 

MULTIMATE Professional Write 
Officej^g. WordStar 

Microsoft Word ASCM 

WANG PC DisplayWrite ° 

Word-Link —Software that converts 
WordPerfect documents from and to other 
popular PC word processing packages. 

Advanced conversion techniques give the 
cleanest, most editable documents available. 
Document features converted include format 
information, margin changes, tabstops, word 
wrap, various types of tabs, underscoring, 
bolding, superscript, subscript, etc. 

Supports WordPerfect version 5.0 and 4.2. 
Word-Link also supports OfficeWriter 6.0 
and Professional Write 1.0 and 2.0. 

Word-Link converts multiple documents 
in a single session, simply by selecting from a 
list displayed on your screen. 



Make the WordPerfect Connection your way! 

Tim group 

300 West Adams Street • Chicago, Illinois 60606 • phone 312.443.1222 • fax 312.443.1377 



Bigger, Better Bytes 



In 1990, WordPerfect Magazine’s 


Disk of the Month 


... offers more macros, styles and other 
applications than ever! 

The January disk contains: 

• A macro to use with your daily planner 

• A1990 calendar illustrated with 12 WP graphics created in DrawPerfect (5.1 users only) 

• A style for automating list making 

• A DataPerfect database structure file 

• A time-saving memo-creating macro 

• Styles to quickly format letterheads and paragraphs 

• A unique macro for indenting more than the first line in a paragraph (see ‘Tips,” page 71) 

Only $5.95 

To order, send in the tear-out card found on page 57, or call 801/226-5555. Available only in 
WordPerfect 5.0 and 5.1 for IBM PC’s and compatibles. Major credit cards accepted. 
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55 
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65 

70 

75 
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85 

90 

95 

100 


Are you a current subscriber of WP Magazine? □ Yes □ No 

A. We currently operate B. In 1990 we plan to buy C. Subscription is for D. Company Size 


□ 1. Laser printer 

□ 4. Laser printer 

□ 7. Company 

□ 10. 25 or less □ 13. 500 to 999 

□ 2. FAX machine 

□ 5. FAX machine 

□ 8. Home office 

□ 11.26 to 99 □ 14.1000+ 

□ 3. Personal copier 

□ 6. Personal copier 

□ 9. Personal 

□ 12. 100 to 499 

Name 



Title 

Company 



Phone 


Address ____ 

City____ State_Zip 


Reader Service Card ^ 

To request information on products or services advertised in WordPerfect, the Magazine, fill J^geu 
out the above card and circle the numbers corresponding to the numbers appearing under 
the advertisements or new product items in which you are interested. 



Organize Your Year! 

Our January Disk Contains: 

• A Macro for using your daily planner 

► • A calendar with 12 WP Graphics created in 

DrawPerfect especially for you 

• A memo macro 

• Styles to format letterhead and paragraphs 

• A unique macro for indenting the first two or 
more paragraph lines (see “Tips”, page 71). 


Only $5.95 


To order, send in the tear-out or call 801-226-5555. Available in 
5.0 for IBM PC’s and compatibles. Major credit cards accepted. 


Please send me January’s 
“Disk of the Month” 
for $5.95 

Q 5-1/4" disk 0 3-1/2" disk 


Name 


Address 


Country 


□ AMEX 


□ MasterCard 


□ Payment enclosed 


Name on Charge Card ____.-— 

Charge Card Account# _ B _ ] -— ^ X P- 

Please allow 4-6 weeks for delivery. Send foreign orders prepaid in US funds or paid by VISA, MC or 
AMEX; add $1.00 for Canada and International. 
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The January disk coni 

• A macro to use with 

• A1990 calendar illus 

• A style for automatir 

• A DataPerfect datab; 

• A time-saving memo 

• Styles to quickly forr 
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5.1 




Whaf s So Great 
About Tables? 


This 5.1 feature may surprise you 





If I had to select one item out of all 
the enhancements in version 5.1, my 
vote would go to the Tables feature. 
This option provides such vast 
opportunities for enhancing docu¬ 
ments I wonder how we ever got along 
without it. 


| Cell A1 

















Row 1 
Row 2 
Row 3 
Row 4 


Figure 1 

Tables are special forms with rows 
running horizontally and columns run¬ 
ning vertically, as in Figure 1. These 
rows and columns, separated by hori¬ 
zontal and vertical lines, form cells 
where information can be typed. In 
Figure 1 there are four columns and 
four rows, creating 16 different cells. 
The lines between the cells can be thin, 
thick, single, double, dotted, or 
dashed, or you can choose no lines at 
all. Individual cells can be shaded in 
various percentages of gray. 

Creating your first table 

The default for WordPerfect Tables 
is a table like the one shown in Figure 
1—with double lines around the out¬ 
side and single lines inside the form. 
Here’s how to create a form, then add 
information to it. 


Press Columns/Tables (Alt-F7), 
(2) Tables. 

Press (1) Create, (5) Number of 
Columns, (Enter). Press (7) Number 
of Rows, (Enter). 

At this point you’ll see a screen like 
Figure 2, with the first cell highlighted 
and a menu 
of 8 items 
along the 
bottom. Let’s 
work with 
(2) Format 
and (3) Lines 
for a while to 
see what 
kind of ta¬ 
bles can be created. Then we’ll look 
at some of the other features on 
this menu. 

Before you type informa¬ 
tion into the table, you need 
to center all entries (except 
for column E). With the cur¬ 
sor in cell A1 (cell number 
will display on the status 
line), follow these steps: 

1. Press Block (Alt-F4). 

2. Press (Right Arrow) 
three times. 

3. Press (2) Format, (2) 

Column, (3) Justify. 

4. Press (2) Center. 

Notice that your cursor is 

centered within each of the 
first four cells; this means 
any text typed here will print 
centered within the cell. 


by Ralph 
Blodgett 
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Because these cells will have differ¬ 
ent sized numbers in the far right col¬ 
umn, you need to define this column as 
a flush right column. Make certain the 
highlight bar is in the right column 
(cell El on the status line). 


Repeat step 3 (above) and press (3) 
Right. 

Adding a double line 

Your last modification to this table 
is to add a double line underneath the 
first row of cells to separate column 

names from 
the data 
within each 
column. 

With the 
highlight 
bar in cell 
El, do the 
following: 
Press 

Block (Alt- 
F4), press 
(Left Arrow) 
four times 
and press 

(3) Lines, 

(4) Bottom 
and (3) Dou¬ 
ble. Press 
Exit (F7) to 
conclude 
the initial 
modification 
to this table. 
Save (F10) 
the table as 
HURICAN 
.TBL. 


USA’s Most Destructive Hurricanes 


Name 

Location 

Year 

Damage 

Deaths 

Agnes 

NEUSA 

1972 

$4.7 

122 

Betsy 

Fla, La 

1965 

$4.6 

75 

Camille 

Miss, La 

1969 

$3.8 

256 

Hugo 

S.C., Vir 

1989 

$3.6 

21 

Diane 

NE USA 

1955 

$3.1 

184 

Frederic 

Ala, Miss 

1979 

$2.5 

8 


Figure 3 


USA’s Most Destructive Hurricanes 


Name 

Location 

Year 

Damage 

Deaths 

Agnes 

NE USA 

1972 

$4.7 

122 

Betsy 

Fla, La 

1965 

$4.6 

75 

Camille 

Miss, La 

1969 

$3.8 

256 

Hugo 

S.C., Vir 

1989 

$3.6 

21 

Diane 

NE USA 

1955 

$3.1 

184 

Frederic 

Ala, Miss 

1979 

$2.5 

8 


Figure 4 



Table Edit: Press Exit when done Cell A1 Doc 1 Pg 1 Ln 1.14" Pos 1.12" 


Ctrl-Arrows Column Widths; Ins Insert; Del Delete; Move Move/Copy; 

1 Size; 2 Format; 3 Lines; 4 Header; 5 Math; 6 Options; 7 Join; 8 Split: 0 

Figure 2 


If you have any trouble entering the 
text, you can simply retrieve the table 
and try again. 



Typing information into a table 

Now that you have a table, type 
Name into the first cell. If you want to 
use Bold (F6), turn it on for each item 
in the first row. Do not bold the remain¬ 
ing rows. 

After you’ve typed Name into the 
first cell, press (Tab) to move to the 
next cell, or (Shift-Tab) to move back¬ 
wards. Use (Tab) or Arrow keys to 
take your cursor to the next row. Do 
not press (Enter) when you reach the 
end of the line; if you do, it will add a 
blank line inside the cell. Type Loca¬ 
tion, Year, Damage, and Deaths in the 
remaining cells. 


Adding a header to a table 

WordPerfect 5.1 lets you insert a 
header inside a table. See option 4 in 
Figure 2. If you plan to have a table that 
spans more than a single page, you 
might want to use this option. 

However, the header for this table 
would look more attractive outside the 
table. Position your cursor above the 
table (in front of the [Tbl Def] code in 
Reveal Codes (Alt-F3)) by pressing 
(Pg Up), then pressing (Enter) once or 
twice if space is needed there. Move 
your cursor to the beginning of your 
codes, press Center (Shift-F6) and 
type the heading: USAs Most Destruc¬ 
tive Hurricanes. (Figure 3). 

Save the document again, this time 
as HURICAN.TB2—you’re going to 
play around with the lines and don’t 
want to lose this final copy. 



Changing double to single lines 

What if you decide you don’t like the 
double lines (which are the default) 
around this table? There’s an easy way 
to remove them. Be sure to start with 
your cursor in cell Al, then do the 
following: 

1. Press Columns/Tables (Alt-F7), 
(2) Table. 

2. Press Block (Alt-F4). 
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Power Max 


WordPerfect® Macro Library 



PowerMax saves you time and keystrokes by automating complex word processing 
tasks into one-keystroke commands. For example, it takes more than 20 keystrokes to 
copy an address from a letter onto an envelope - PowerMax does it in ONE! 

Just listen to what the reviewers say; 

"... automates complex functions into one-key operations ..." — InfoWorld (8/88) 

"... a no-risk proposition ..." — PC World (1/89) 

"... one of the best values going ..." — Computer User (9/88) 

"... my highest recommendation ..." — R. Amelio, Lawyer’s PC 

PowerMax 5.0 (Vol. I) contains more than 185 MACROS, 
including 26 CONTROL+KEY combinations in addition to 26 ALT+KEY 
macros! Automatically copies ADDRESSES from screen to ENVELOPE • 

Inserts PG NUMBERS In headers & footers • PRINTS docs last-page-first 
deletes lines, sentences, pgs or paragraphs • Creates automatic ENDNOTE 
or FOOTNOTE lists • Visually checks all Hard Page breaks • Selects PRINT 
FONTS in seconds • Lets you interrupt your work, make a NOTE, save it, then 
return to your original place in ONE KEYSTROKE • Changes or edits 
FTNOTE/ENDNOTE NUMBERS or MARGINS in a flash • TRANSPOSES 
letters and words • Changes LOWERCASE to UPPER and vice-versa • 
AUTO-SCROLLS thru docs without you having to hold down the arrow keys • 
Automatically SEARCHES & REPLACES information throughout an entire 
doc, including HEADERS, FOOTERS, ENDNOTES & FTNOTES • 
RETRIEVES TWO FILES simultaneously into separate docs • Manipulates 
COLUMNS and DOCUMENT COMMENTS with ease • DISPLAYS & 
REPLACES hidden formatting codes • PRINTS multiple COPIES of a page or 
entire doc • Quickly enters VIEW DOC mode • Sets TABS, MARGINS, 
SPACING in seconds • OPENS WINDOWS and allows cursor movement in 
each window • And over 160 MORE FEATURES! • • • PLUS ... Volume I is 
now available with optional pre-defined AND user-defineable MENUS! • • • 


ON-DISK AND READY-TO-USE! 


PowerMax 5.0 (Vol. II) contains more than 150 additional 
MACROS! Also available with pre-defined AND user-defineable 
MENUS! Automatically changes FTNOTES to ENDNOTES and vice- 
versa • SAVES & RETRIEVES DOS text files for easier MODEM trans¬ 
mission • Eliminates tiresome PATH COMMANDS when retrieving and 
saving files • DRAWS horizontal and vertical LINES, BOXES and a 
variety of GRAPHICS CHARACTERS with one keystroke • Create 
FORM LETTERS. MAILING LABELS and RECORDS with ease • DO 
MERGES, SORTS and RECORD SELECTIONS in seconds • 
CHANGE BOLD to ITALIC, ITALIC to BOLD, UNDERLINE to BOLD, 
UNDERLINE to ITALIC, etc. in a flash • Automatically create MEMOS 
and personal LETTERHEADS, add addressee’s name, date and page 
number to successive pages • Change FONT SIZES as you type or 
afterward • Toggle TIMED BACKUP on and off • MARK, DEFINE and 
GENERATE Tables of Contents, Lists or Tables of Authorities in one 
routine • Create SUBDOCUMENTS, expand and condense MASTER 
DOCUMENTS with ease • Create, remove and change DIRECTORIES 
• PRINT ENDNOTES without printing your entire doc • Automatically 
PRINT FTNOTES in a SMALLER font size than the rest of your doc • 
Double-space ENDNOTES thru entire doc with one keystroke • And 
over 125 MORE! • 


NOW AVAILABLE WITH MENUSUl 


QTY 

_PMax 4 2 (120 macros! ia> 19 95 

_PMax 5.0 (Vol II (fi> 1995 

_ with menus (p 2995 

_PMax 5.0 (Vol III (n> 1995 

_ with menus («> 2995 

_PMax 50 (Vol I & III id> 34 95 

_ with menus (fO 49.95 Z disks 

_3.5" Disk (d) 3.00 

Shipping / Handling 
CA SALES TAX (6.5°o| 
TOTAL 


City 


_ State 


-Zip _ 


MAIL TO PowerMax Co. Suite 845 
15840 Ventura Blvd 
Encmo. CA 91436 

Sorry. No Credit Cards. 
Same Day Shipping. 
(818)344-3438 



3.50 


FOREIGN ORDERS ADD $10 US 



CIRCLE 39 ON READER SERVICE CARD 


PerfectTrak™ Monitors WordPerfect 5.0 Activity 

• Time Spent in Document 

• Document Name 

• Idle Time 

• Time and Date of Activity 

• Pages Printed 

• Author and User 

• Keystrokes 

• Client Billing Information 

PerfectTrak™ records all word processing and computer activity for internal use or client 
hilling on any stand-alone PC or across any network. PerfectTrak™ includes two menu- 
driven report generators to combine your data and create detailed statistics. PerfectTrak 
can share its data with programs such as Lotus 1-2-3 and dBase. PerfectTrak™ is completely 
customizable to meet your information requirements. No training necessary, automatic 

installation. Uses less than 14K of RAM. 
or later. 

Requires WordPerfect 5.0 and DOS Version 3.0 

Only $99-95 

Tracking Technologies, Inc. 

2125 North Troy Street 

To Order Call: (703) 528-0320 

Arlington, VA 22201 

VISA and MasterCard Accepted 

CIRCLE 49 OI 

VAR and Distributor Inquiries Welcome 

1 READER SERVICE CARD 
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■4 fV VI Department of the Treasury - Internal Revenue Service jk 

1 U^IU u.S. Individual Income Tax Return ' ^ P 

For the year January 1-December 31, 1989, or other tax year beginning 


,1989 ending 


.19 


OMB No. 1545-0074 


mmm 

IRS 
label. 
Other¬ 
wise, 
please 
print 
or type. 


Your first name and initial (if joint return, also give spouse's name and initial) 


Present home address(number and street or route).(If you have a P.O.Box, see page 4 of instructions.) 


City.town or post office.state.and ZIP code. 


Presidential Do you want $1 to go to this fund? 

Election Campaign If joint return, does spouse want $1 to go to this fund? 


Your social security number 

1 


Spouse’s social seciruty number 


J L 



Yes 


Yes 


If this address is different from the one 
shown on your 1988 return, check here i 



No 


No 


NOTE: 

Checking yes’ vtii : 
not change your tax or 
reduce your refund 


Filing Status 


Check only 
one box 


m 

m 

II 

H 


| For Privacy Act and Paperwork Reduction Act Notice, see instructions. 


Single 

Married filing joint return (even if only one had income) 

Married filing separate return. Enter spouse's social security no. above and full name here. _ 

Head of household (with qualifying person).(See page 5 of instructions.) If the qualifying person is your unmarried child but not your 
dependent, enter child's name here. 

Qualifying widow(er) with dependent child (year spouse died 19 ).(See page 6 of Instructions.) 


Exemptions 


Always check 
the box labeled 
Yourself. 

Check other 
boxes if they 
apply. 


6a 

b 

xM 


Yourself 

Spouse : 


65 or over :;; 
65 or over 


!: First names of your dependent children who lived with you 


Blind 

Blind 


d First names of your dependent children w ho d id not live with you (see page 6). 

If pre-1985 agreement, check here ► ■) 


} 

;} 

} 


Enter number of 
boxes checked 
on 6a and b W" 


nu 


Enter number of 
children listed 
on 6c 

Enter number of 
children listed 
on 6d 


► 

► 


cum 


Other dependents: 

• (1) Name 

(2) Relationship 

(3) Number of 
months lived in 
your home 

(4)Did dependent 
have income: of -• 
$1080 or more? 

(5)Did you provide more 
than one-half of 
dependent’s sujjport? : 












f Total number of exemptions claimed (also complete line 36) 



7 

Income 

8 


9a 

Please attach 

6:11 

Copy B of your 

10 

Forms W-2, W-2G 
and W-2P here. 

111 


111 

If you do not have 
a W-2, see 

111 

page 4 of 

111 

instructions. 

111 


16 


17a 


III 


111 


19 


20a 


b 


21a 


b 

Please 
attach check 

II! 

or money 
order here. 

Ill 

Adjustments 

to Income 

Wtm 

25 

26 

(See 

27 

instructions 

28 

on page 11.) 

||! 


Enter number of ^ 
other ^ 

dependents 


Add numbers 
entered in ^ 

boxes above “ 


,9b Exclusion 


ion_j 


Wages, salaries, tips, etc, (attach Form($) W-2) , 7M 
Interest income (also attach Schedub B if over $400} 

Dividends (also attach Schedule B if over $400) 

Subtract line 9b from line 9a and enter the result . ..., 

Taxable refunds of state and focal income taxes, if any, from the worksheet on page 9 of instructions 

Alimony received : ^ . ;•; ; ... &;_, _ 

Business income or (loss) (attach Schedule C) ,, viiv,, ,... 7 ;7ik 7 . . 

Capital gain or (loss) (attach Schedule D) ., *,...,. _ . . + 4 ;.... 

40% of capital gain distrfoutions not reported on line 13 (see page 9 of : instructions) : 

Other gains or (losses) (attach Form 4797) .;•> 7; *.7 ; ;, 4 , 7777 V, v 
Fully taxable pensions, IRA distributions, and annuities not reported on line 17 (see page 9) 7^77, 

I 


Taxable amount, if any, from the worksheet on page 10 of instructions : 


Taxable amount, if any, from worksheet on page 1 i . • 


Taxable amount, if any,! from worksheet on page; 11 

(Tax Exempt interest 

Other income (list type and amount-see page 11 of instructions) 


|20a| 

IM 


Add the amount shown In the far right column for lines 7 through 22. : This is a 


24 



25 



26 



27 



28 



M 




96 


10 


mm. 


7m 


13 


14 


15 


16 


17b 


18 


19 


20b 


21b 


22 


23 


Moving expenses (attach Form 3903 or 3903F) 7 

Employee business expenses (attach Form 2106) '777 
IRA deduction, from the worksheet on page ^777 ; 77 
Keogh retirement plan and self-employed SEP deduction 
Penalty on early withdrawal of savings . ...:;;, : r „. 

Alimony paid (recepient’s. last name __ 

sodal security no. •_ • • •• ' _) 


; ::;and:;: 


30 

31 


Deduction for a married couple when both work (attach Schedule W) 
Add lines g4 ttoygh 3Q,. These are your total adjustments ....... 


30 


31 


Adjusted 
Gross Income 


32 


,ne.31 from lii 

" you, 


figure your tax, see page 13 of instructions 


iross income, it this tine is less than $l i;000 aorta 
56) on page 16 of instructions. Jtyou wantlRSlo 


't you > 


32 


Figure 9 
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3. Press (Home),(Home), (Down 
Arrow). 

(At this point all of the cells within 
the table should be highlighted.) 

4. Press (3) Lines, (6) Outside and 
(2) Single. 

Immediately the double lines 
around the outside of the table will 
become single lines, as in Figure 4. 

5. Press Exit (F7) to return to the 


main text mode. 



Removing lines outside a table 

Generally, it’s good to keep as much 
information inside a table as possible. 
However, sometimes it looks better to 
have certain information outside the 
table—in particular a table name and 
sometimes column titles. So, let’s re¬ 
move the lines around the first row of 
words (Name, Location, Year, Dam¬ 
age, and Deaths). 

Position your cursor back in cell A1. 
Press Columns/Tables (Alt-F7), 
Block (Alt-F4) then (Home), (Right 
Arrow). Now you have highlighted the 
entire top row of the table. Press (3) 
Lines, (6) All and (1) None. There! All 
the lines have been removed from the 
top row, as you can see illustrated in 
Figure 5. 


Removing lines inside a table 

You can also remove lines inside of 
a table. Position your cursor in cell A2, 
then Block (Alt-F4) the rest of the 
table—(Home), (Home), (Down 
Arrow). Now press (3) Line, (5) Inside, 
(1) None. 

The table should look like Figure 6, 
with the lines around the outside of the 
table. You can modify a table as much 
or as little as you wish. 



Combining and 
joining/splitting cells 

Sometimes it’s necessary to com¬ 
bine or divide cells within a table. For 
example, say you need a table with a 
header inside the first row of text. How 
do you change the top rows into a sin¬ 
gle row without lines, so you have 
room for your header? Clear your 
screen and retrieve the original table 


without text in it (HURICAN.TBL). 
Place your cursor in cell A1 and press 
Columns/Tables (Alt-F7). Block 
(Alt-F4) the first row of cells and press 

(7) Join. Answer y (yes) to Join Cells? 
(Y/N). 

Now you should have a table on the 
screen that looks like the one in Figure 
7. Note that the cursor is located in the 
center of this large cell. You’re now 
ready to add a header. 

Dividing a cell is done in much the 
same way. You can position your cur¬ 
sor inside a 
single cell or 
block sev¬ 
eral cells. 

To do 
this, press 

(8) Split. 

The follow¬ 
ing menu for 
splitting 
cells will ap¬ 
pear at the 
bottom of 
your screen: 

Split: (1) 

Row; (2) 

Column. 

Press (1) 

Row if you 
want two or 
more rows 
in that cell, 
or (2) Col¬ 
umn if you 
want the cell 
divided ver¬ 
tically into 
two or more 


columns. You will then be prompted 
for the number of cells into which the 
row/column should be split. 

Attributes within tables 

WordPerfect 5.1 Tables will access 
any of the normal text attributes in 
Font (Ctrl-F8). You can also use dif¬ 
ferent fonts and font sizes along with 
text attributes to create a table to your 
specifications (Figure 8). 

To set these attributes, enter Table 
Edit, move to or block out the cells that 


USA’s Most Destructive Hurricanes 


Name 

Location 

Year 

Damage 

Deaths 

Agnes 

NE USA 

1972 

$4.7 

122 

Betsy 

Fla, La 

1965 

$4.6 

75 

Camille 
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Attributes Within a Tabie 


Regular Text 

Bold Text 

Italic Text 

Fine Text 

Small Text 

Large Text 

Very Large 

Extra Large 

text Su perscript 

textgubscript 

Redime 

Strikeout 

Underline Text 

Double Underline 

Small Cap 


Figure 8 


are to feature that attribute, then select 
(2) Format, (1) Cell, (2) Attribute, then 
(1) Size or (2) Appearance, followed by 
your choice. Or you can select (3) Nor¬ 
mal, which will delete all existing attri¬ 
butes for that cell. 


To see what an expert can do with 
the new Tables feature in WordPerfect 
5.1, look at Figure 9. 

That’s not a page from the regula¬ 
tion 1989 Internal Revenue Service 
forms the government supplies to 


taxpayers. That’s a WordPerfect 5.1 
document created with the Tables fea- 
ture and printed on a Postscript 
printer. 

As you can see, you can modify a 
table, or text within a table to create the 
exact table needed for your report or 
project. 

Using the methods outlined above, 
you should be able to quickly and eas¬ 
ily convert an ordinary table into a 
customer invoice, job estimate form, 
attendance record form, application 
form, membership form, question¬ 
naire or whatever kind of form you 
need for your office. □ 

Ralph Blodgett is the author ^/Word¬ 
Perfect 5.1 Applications Library (Que 
Corporation, Carmel, Indiana). 



12 Guidelines to Creating Tables 


Here are a dozen additional helpful guidelines for 
creating tables. You might want to highlight some of 
these items with a felt tip marker and try them out with 
your manual at your side. These guidelines are arranged 
alphabetically. 

(Note: The lines in Tables are created with graphic 
lines. If you have a daisy-wheel printer or some other 
printer incapable of printing graphics, it won’t be able to 
print table lines, either.) 

1. Automatic References. WordPerfect automatically 
assigns numbers to a table, and these numbers fall into 
the same numbering sequence as a table graphics box. 

2. Cell Lock. Option 5 on the attributes screen is Cell 
Lock. When you want to prevent anyone from changing 
the information within a cell, use Cell Lock to secure that 
text. This is particularly useful when using a table as a 
fill-in form, because the person using the form cannot 
change text intended to remain unchanged. (See also 
Merge Code.) 

3. Columns. While you can’t put a table itself into a 
column, you can trick WordPerfect by putting a table into 
a graphic box, then put the box into a column. This is also 
a sneaky way to put two tables side by side on the same 
page. 

4. Deleting Columns and Tables. To delete an entire row 
(along with the text in that row), press (Ctrl-Delete) 
inside that row. From within the Table Edit Structure 
screen, you can press (Delete) to delete either a row or 
column. 

WordPerfect will prompt for which one to delete, then 
how many to remove. To delete a table itself, Block 


(Alt-F4) the entire table and press (Delete). To delete only 
the table structure, but not the text, delete the [Tbl Def] 
Code. 

5. Footnotes and Endnotes. You can use both footnotes 
and endnotes with tables—something you can’t do with 
columns. In columns, you can have only endnotes. 

6. Format Option. You can use (2) Format to format a 
single cell in a table or an entire column of cells. It also 
lets you adjust the height of a row of cells. 

7. Graphics Boxes. You can include a table within a 
graphic box. Just create the table from within the graphic 
box editing screen. 

8. Limitations. The maximum number of columns al¬ 
lowed is 32, and the maximum number of rows is an 
astonishing 765. 

9. Math You can use the same operators in a table that 
you use inside Math. Many may find math is much easier 
to do from within a table. However, printing time will be 
increased proportionately. 

10. Merge Code. You can add Merge Codes to portions 
of a table and thereby create a fill-in type form. The 
possibilities with Merge almost boggle the mind. (See 
also Cell Lock.) 

11. Move. To move a row or a column, block the cells 
you want to move and use the (Ctrl-F4) command. You 
cannot move a row and retrieve it elsewhere as a column. 

12. Page Breaks. Tables can cross over page breaks. 
Tables are always broken at a row boundary, but if you 
want to prevent a table from spanning a page break and 
the table does not exceed one page, block the table and 
use Block Protect (Shift-F8). 
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Changing Styles 

Giving old documents a new look 




Walking around campus I’ve 
noticed many kinds of styles—hair, 
clothes, even backpacks. Unfortunate¬ 
ly, these styles don’t help much when it 
comes to typing term papers. On the 
other hand, I’d heard WordPerfect had 
a feature called Styles that made for¬ 
matting documents easier. But for 
awhile I never gave styles a second 
thought—that is, unless I saw some¬ 
one wearing plaid pants with a striped 
shirt. 

Since 5.0 was released, Styles have 
stumped many WordPerfect users. As 
one of those stumped users, I set out 
to uncover the mystery. 

First, I looked in the manual 
under—what else—“style.” This is 
what I found: “A style is a combination 
of WordPerfect formatting codes 
and/or text. Using WordPerfect’s 
Style feature, you can easily insert 
styles into a document to automate for¬ 
matting and provide a consistent ap¬ 
pearance to your text.” 

Since I know how to use macros, I 
asked myself, ‘What’s the difference 
between a style and a macro?” 
Through trial and error, I soon had my 
answer. My professor told the class 
that our papers needed a certain for¬ 
mat i.e., indented paragraphs, double 
spacing, specific margins, etc. 

“No problem,” I thought. ‘With a 
few macros, this’ll be a piece of cake.” 

Like many students, I procrastinate. 
My paper finished an hour before it 
was due, I wearily stumbled to class. 
After being up all night, I was looking 
forward to sleeping for a week. 

My professor had other plans. She 
decided to change the format of the 


term paper. Now ordinarily I can ac¬ 
cept a change of mind easily enough— 
but this meant I’d be up all night again. 
If only I’d used styles instead of mac¬ 
ros. I couldn’t edit my macros and have 
them change my document’s format 
like I could styles. Then it hit me! I’d 
answered my own question. Using a 
style would automatically change the 
appearance of my document with just 
a few keystrokes. 

That night, equipped with a Super 
Big Gulp, a large bag of potato chips 
and No-Doz, I sat at my computer. I 
was ready to spend another night 
learning the Style feature and refor¬ 
matting my document to meet my 
professor’s new guidelines. I was de¬ 
termined not to budge until I felt con¬ 
fident with Styles and my document 
was finished—unless, of course, the 
Big Gulp took effect. 

First, I learned the difference be¬ 
tween open and paired styles. The 
open style is used for operations that 
need only a beginning, such as a cer¬ 
tain format for an entire document or 
section of text—like a letter or stan¬ 
dardized memo. Remember, an open 
style isn’t turned off. 

Finally confident with open styles, I 
pushed on to paired styles. Under¬ 
standing a paired style wasn’t quite as 
easy until I compared it to the Bold 
code. After pressing Bold (F6), the 
two codes in Reveal Codes (Alt-F3) 
look like this: [BOLD][bold]. When 
you start to type text, the second 
[bold] code will move to the right until 
Bold is turned off. Your text in Reveal 
Codes will look something like this: 
[BOLDIMy name is Angela[bold]. 


by Angela D. 
Ash 
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The same concept is used with 
paired styles. Paired styles have both 
a beginning [Style On:] and an ending 
[Style Off:] so that any text appearing 
between the two codes is affected. 
This type of style can be turned off and 
on as many times as you wish. 

By this time I was feeling a little 
cocky. It wasn’t even midnight. I might 
get a night’s sleep after all! After an¬ 
other handful of chips (and a trip to the 
cupboard for a stale doughnut), I was 
ready to apply what I’d learned. 

First, I moved the cursor to the top 
of the document and deleted the codes 
painstakingly put in with a macro the 
night before. I could use macros 
again, but if the codes were inserted 
into an Open Style, I could use it for 
future documents. If the codes ever 
needed to be changed, I could edit the 
style and my document would auto¬ 
matically take on those changes. To 
create this style, I pressed Style (Alt- 
F8), (3) Create. Five options appeared: 


(1) Name 

(2) Type (defaulted to Paired) 

(3) Description 

(4) Codes 

(5) Enter 

I pressed (1) Name and typed in 
Beginning. This would remind me to 
use the style at the beginning of the 
document. (Name your styles what¬ 
ever you wish; however, there’s an 11- 
character limit.) I then pressed (3) 
Description and typed an explanation 
of what the style does. (There’s a 54- 
character limit for the description.) 

Next I pressed (2) Type, (2) Open. 
Now there were only four options on 
the screen because (5) had mysteri¬ 
ously disappeared. Was I seeing 
things? Just for the heck of it, I 
changed the Type back to Paired and 
option number five reappeared. So that 
was the trick. Option (5) Enter could 
only be used with a Paired style. 

After changing (2) Type back to 
Open, I pressed (4) Codes. I entered 


the codes that were to affect the entire 
document, such as top/bottom mar¬ 
gins, left/right margins, font change, 
page numbering and a header. (You 
use the same keystrokes for entering 
codes into a style as you would to enter 
codes on the document screen.) 

I then pressed Exit (F7) twice and 
saw my style listed on the screen. This 
was great! I pressed Exit (F7), moved 
my cursor to the top of the document, 
and then pressed Style (Alt-F8). I high¬ 
lighted my newly created style and 
pressed (1) On. (The code you’ll see in 
Reveal Codes is [Open Style:xxxx], 
xxxx being the name of the style. 
When you highlight [Open 
Style:xxxx], the codes in the style are 
revealed.) 

Turning the style on changed the 
document right before my eyes. But 
there was more to come—I still 
needed a Paired style to format the 
different sections and paragraphs. 

To do this, I pressed Style (Alt-F8), 
(3) Create. I named my style, gave it a 
description—but this time I left (2) 
Type at Paired. I then pressed (5) 
Enter and three more options ap¬ 
peared: (1) Hrt, (2) Off, (3) Off/On. 

First, the Enter Key can function 
like it normally does by taking you to 
the next line. This is the default. 

Second, the Enter Key can automat¬ 
ically turn the style off. This is useful 
for short headings or titles. 

Third, the Enter Key can automati¬ 
cally turn the style off and on again. 
This is useful for hanging indents and 
paragraph numbering styles. 

Next, I pressed (4) Codes. This 
screen looks much like the Open style 
Codes screen, except there’s a code 
that says [Comment], which tells you 
to place Style On codes before the 
Comment code and Style Off codes 
after the Comment code. To get hang¬ 
ing-indented paragraphs, I pressed In¬ 
dent (F4), then Mar Rel (Shift-Tab) 
before the [Comment] code. The para¬ 
graphs also had to be single spaced, 
with a double space between each one, 
so I placed a single spacing code here 
with a double spacing code after the 


MoreFonts' 

for everyone 

Quality soft fonts for LaserJet, DeskJet, & matrix printers, 
in any size possible, with great special effects, and 
numerous symbol sets—for less time and money! 

• Fonts are quickly scaled to any size possible on your printer 

• Includes 17 scalable typefaces with hundreds of special effects 

• Installation of your new fonts for WordPerfect is fast and easy 
(WYSIWYG installations for Ventura, PageMaker & First Publisher also included) 

You already have the best word processor and printer. 
Now you can have MoreFonts for much less—only $99.95! 

Call 1-800-888-9078 for Free Catalog 
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If you like your spelling checker 
.you’ll tove our sentence checker! 


Welcome to Correct Grammar- c 
the friendly WordPerfect® add-on that Gra ^ma r 
checks each sentence.. .highlights 
mistakes... suggests corrections... and ^3<f/ 
helps you add clarity to all your writing. 



The best grammar checker.. 

—Peter McWilliams, Author of 
The Word Processing Book 

Sometimes you get so involved that 
mistakes slip into your writing. 

You can catch the wrong spelling with 
your spelling checker. Other mistakes have 
been tougher to catch. Until now 

Now there’s Correct Grammar. It 
works like your own personal editor to flag 
mistakes in grammar, style, punctuation, 
usage and more. 

Correct Grammar makes your writing 
clearer and more precise. It saves you the 
embarrassment of having others catch your 
mistakes first. 

Best of all, it works so well with 
WordPerfect, you’ll think it’s built in. 

Takes the “Oops!” out of your writing 

Simply ask Correct Grammar to check 
your writing by pressing Alt-G, and in an 
instant it flags the errors. 

Without Correct G rammar , you can 
proofread too quickly and [ makes [ mistakes. 
(Oops!) 

When a singular verb | are | called for, 
Correct Grammar lets you know. (Oops!) 

It alerts you to i ncomplete sentences. 

1 Fragments like this. [ (Oops!) 

Correct Grammar identifies inconsis- 

-^^^^tencies, split infinitives, 

* awkward phrases, 

wor di ness ’ cliches and 
- other finer points of 

style - Then itsu g§ ests 

how you might correct 
u them. 

v If you agree, you can 
make the corrections with a single keystroke. 
You can follow Correct Grammar’s sugges¬ 
tions, ignore them, or rewrite any sentence 
your own way... right away. 

Lets you write in your own style 

Correct Grammar respects your intel¬ 
ligence. For example, it’s programmed to 


remind you not to begin a sentence with 
“And” or “So” or “But!’ But if that’s your 
own personal writing style, you can simply 
turn the rule off. 

And Correct Grammar won’t remind 
you of it again. 

As improvements are made, you can 
also ask Correct Grammar to explain the 
rule that applies. So you can learn more 
about good grammar every time you write. 

Gorrcct .Grammar 



World-class linguistic credentials 

Correct Grammar is based on the CorrecText* * 
Grammar Correction System developed by 
Houghton Mifflin, publishers of The American 
Heritage Dictionary. Originally available only- 
on advanced VAX computers, Correct Grammar 
is the most powerful and versatile technolog y 
of its kind ever developed for PC users. _ 

System Requirements: IBM PC with hard disk and 
460K RAM available (380K if EGA/VGA available). 
Compatible with WordPerfect 4.0 or 5.0. 


Corrects both grammar and spelling 
in a single pass 

There’s no need to check your spell¬ 
ing separately through WordPerfect. Correct 
Grammar has its own spelling checker, 
with over 130,000 words. That’s more than 
even WordPerfect has. 

Also, Correct Grammar automatically 
recognizes any words you may have added 
to your WordPerfect dictionary. You don’t 
have to enter them again. 

Guaranteed to catch 95% of your 
grammatical and spelling mistakes 

Correct Grammar insures that 
readers will focus on the contents of your 
document instead of some oversight in 


NEW! Readability indexes 
and network support. 

punctuation, some awkwardness in style, 
some confusion in syntax. 

See for yourself. Order your copy of 
Correct Grammar today. Use it for two full 
months. If it doesn’t make your writing 
clearer and more accurate, simply return it 
for a full refund. No questions asked. 

To order, call toll-free 

1 - 800 - 543-3873 

Ask for Operator 501 

Or fax/mail this coupon. 

I-1 

lifetree m d 

" L Correct 
Grammar. 

□ YES... 

I want my 
writing to be 
free of mistakes, jf 

Send me Correct Grammar for WordPerfect 
at $59 each—plus $4 for shipping and 

handling. (California residents add applicable sales tax.) 
Disk size: Id 3V2" Id 5V4" 



direct 


MONEY BACK GUARANTEE. 

If I am not satisfied with Correct Grammar for any reason, 
1 may return it within 60 days for a full refund. 


□ Check enclosed 

Id Charge to my: Id Visa Id MasterCard 


NAME (PLEASE PRINT) 


COMPANY/INSTITUTION (IF APPLICABLE) 


PREFERRED MAILING ADDRESS □ HOME □ BUSINESS 


DAYTIME PHONE 


DDC002 


MAIL TO: Lifetree Software, Inc. 

33 New Montgomery St. #1260, San Francisco, CA 94105 
|^r Fax: 1-415-541-7850. Allow 2 weeks for delivery. 
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[Comment] code. This insured that 
the document would return to double 
spacing after the style was turned off. 

IVe learned a few rules to follow 
when using paired styles: 

1) Any code entered in [Style On] 
will be cancelled by [Style Off:], even 
if you enter the same code again in 
[Style Off:]. However, because 


there’re always exceptions, here are a 
few codes that don’t follow this rule: 
Center Page, Force Odd/Even Page, 
Headers/Footers, Top and Bottom 
Margins, New Page Number, Page 
Numbering, Paper Size/Type and Sup¬ 
press. 

2) All commands entered in the 
[Style Off:] affect the text following the 


code, as long as the same command 
has not been entered in the [Style On:] 
code. Again, there are exceptions: For¬ 
matting codes like font changes will go 
back to the default after the [Style Off:] 
code. For example, if the default font is 
Courier and a Tms Rmn (Times 
Roman) font is put in the [Style On:] 
code, the text after that will be Tms 
Rmn. But if a Helvetica font is placed 
in the [Style Off:] code, it won’t be 
recognized and will default back to 
Courier. 

3) Codes placed in the text between 
the on/off codes override codes in the 
[Style On:] code. 

My new style was now ready for 
use. Since the text was already typed, 
I had to Block (Alt-F4) each para¬ 
graph, press Style (Alt F8), (1) On. 
This placed the [Style On:] and [Style 
Off:] codes around the text that was 
blocked. (If the text hadn’t already 
been typed, I would’ve turned the style 
on, typed the text, and then turned the 
style off.) 

Finally, to save the styles so they 
can be used in future documents, 
press Style (Alt-F8) (with the docu¬ 
ment on the screen) then (6) Save, and 
type in a name other than the 
document’s name. The styles will be 
saved as a separate file. To use them in 
other documents, press Style (Alt-F8), 
(7) Retrieve, type in the name and 
press (Enter). 

The styles will then be listed on the 
styles menu. Other styles can also be 
created and saved under this name 
(much like replacing a document), or 
they can be saved under another 
name. 

By 1 a.m. I was done. If my profes¬ 
sor changed her mind again, I could 
just retrieve my document, edit my 
style—and presto, the changes will be 
done. No more sleepless nights. 
Thank goodness there’s more than 
one meaning to the word Style. □ 

Angela Ash is a WPCorp customer 
service representative. 


Application available on 
Disk of the Month, page 57. 


A Paired and Open Style 


Below are the steps for creating a 
Paired and Open Style for a one page 
document on letterhead paper. 

The Open Style allows a 2.5" top 
margin (for printing on letterhead 
paper) and a date code for inserting 
the current date. To create this Style 
be sure the screen is clear, then 
press Style (Alt-F8), (3) Create, (1) 
Name, type Letterhead (or your 
choice) and press (Enter). Press (2) 
Type, (2) Open. Now press (3) De¬ 
scription, type Formatting codes for 
letterhead paper (or your choice) and 
press (Enter). 

Next press (4) Codes, then For¬ 
mat (Shift-F8), (2) Page, (5) Mar¬ 
gins. Type 2.5 for the top margin, 
press (Enter) three times (this will 
leave the bottom margin at 1"). You 
may set these according to your 
needs. Press Exit (F7). To set the 
date code, press Date/Outline 
(Shift F5), (2) Date Code. Press 
(Enter) twice to insert extra lines. 
Press Exit (F7) twice. (Note: If you 
have previously set up a Paper 
Size/Type for printing your letter¬ 
head, you may insert this code into 
the Style before the Top/Bottom 
Margin code.) 

The Paired Style contains codes 
for paragraphs in the body of your 
letter. Each paragraph will be tabbed 
.5", single spaced with double spac¬ 
ing between the paragraphs. To cre¬ 
ate this style, press (3) Create, (1) 
Name, type Paragraph (or your 
choice) and press (Enter). Press (3) 
Description, type Formatting codes 
for body of letter (or your choice) and 
press (Enter). 


Next press (4) Codes, then (Tab). 
Press the (Right Arrow) key once to 
move the cursor past the [Com¬ 
ment], then press (Enter) twice to 
insert extra lines. Press Exit (F7) 
once, then (5) Enter, (3) Off/On. 
Press Exit (F7), (6) Save, and type 
Styles (or your choice). Press Enter 
and Exit (F7). 

To invoke the styles be sure you 
have a clear screen, then press Style 
(Alt-F8). If the two Styles you just 
created don’t appear, press (7) Re¬ 
trieve, type the name you saved the 
Styles under and press (Enter). The 
Open Style should be used first, so 
highlight the “Letterhead” Style and 
press (1) On. (Keep in mind that this 
Style does not turn off.) The date is 
automatically inserted and the cur¬ 
sor is two lines below it, ready for 
you to begin the letter. 

When you’re ready to type the 
body of the text, place the cursor in 
the appropriate location, and press 
Style (Alt-F8), highlight the Para¬ 
graph Style and press (1) On. Now 
type the paragraph. When you’re 
ready to go to the next paragraph, 
press (Enter). Because the (Enter) 
key was set to turn the Style off and 
on, it isn’t necessary to go into the 
Style menu to turn it on. Type as 
many paragraphs as you wish, and 
when you are ready to type the salu¬ 
tation line, press Style (Alt-F8), (2) 
Off. You can now close the letter. 

Note: If your letter is more than 
one page, each page will have a 2.5" 
margin. To change this, you must 
manually insert a different top mar¬ 
gin code at the top of page two. 
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Juggling Tabs 

New ways to format text within your 
document 




Do you really care about tabs? You 
should. WordPerfect tabs can make 
your life easier. 

On manual typewriters, tabs were 
invaluable. Tabs let you quickly move 
from place to place without repeatedly 
pressing the space bar. A tap on the 
Tab key whizzed the typewriter car¬ 
riage to the next tab stop. 

Manual tabs were simple, but lim¬ 
ited. You could have only a few of them, 
and they couldn't be too close to¬ 
gether. Too, the only tab available was 
the standard or left tab. Characters 
were always inserted to the left of the 
tab stop. You couldn’t use tabs to line 
up a column of numbers on a decimal 
sign, or dollars on a dollar sign, or 
headings on a colon. 

In contrast, WordPerfect 5.1 offers 
awesome tabbing flexibility. You can 
change WordPerfect tab stop settings 
either before or after you type the text; 
this is invaluable in arranging col¬ 
umns. Typing in tabbed columns, but 
aren’t sure how many columns you 
need? Or how far apart you want them 
spaced? No problem. Just set your tabs 
and begin typing. Want to move the 
columns further apart? Change their 
tab settings, and WordPerfect will im¬ 
mediately rearrange the columns. 

You’re not limited to left tabs. Word¬ 
Perfect offers four different types of 
tab settings. You can center text at a 
tab stop, align numbers on a decimal 
point, or right-align text at a tab stop. If 
you’d like, WordPerfect will even in¬ 
sert little dots —dot leaders —between 
tab stops. 


Figure 1 shows how creative you 
can be with WordPerfect tab stops. 
Each column was created by a differ¬ 
ent type of tab stop setting. 

WordPerfect 5.1 lets you change 
the type of tab setting after you’ve 
typed in the text. Suppose you enter a 
series of prices at a left tab setting, then 
realize they’d look better aligned on a 
decimal point or dollar sign. Simply 
change the type of tab stop setting. 

Here’s how tabs are set, and how 
you can change them. In WordPerfect, 
tab setting changes are made on the 
tab set line. This line isn’t displayed in 
the normal editing screen, so you first 
need to make it appear. 

Tabs are a way of formatting text, so 
press Format (Shift-F8). Because tabs 
deal with the way text is formatted 
vertically on a line, press (1) Line, (8) 
Tab Set. If you’re using a mouse, you 
select Line from the Layout menu, 
then select Tab Set. 

At first glance, the tab set line can 
be confusing. Actually, it’s just a long 
row of dots. Each tab stop is displayed 
as a letter. When you first display the 
tab set line, it’s filled with a series of 
bold L’s spaced at regular intervals. 
Each L represents a tab stop setting. 
The letter L stands for left , the standard 
tab. 

Whenever you display the tab set 
line, the cursor remains where it was 
when you left your document. If you’re 
measuring tab settings in inches from 
the left edge of the page and your cur¬ 
sor is at the one-inch position in your 
document, it will be at the one-inch 


by George King 
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position when you go to the tab set line. 
Only the part of the line that matches 
your document displays on-screen. 

In WordPerfect 5.1, you can mea¬ 
sure your tab settings from the left 
edge of the page or from the left mar¬ 
gin. This new feature is indicated by 
the word Type, which appears in the 
lower left corner of your screen when¬ 
ever the tab set line is displayed. If you 
type t to select type, a menu appears at 
the status line. You can then select 
either (1) Absolute or (2) Relative tab 
setting measurements. 

Absolute measurements measure 
tab settings from the left edge of the 
page. When you use this setting, the 
left edge of the page is displayed as 
zero (0) in the numbers displayed di¬ 
rectly beneath the tab set line, with 
positive numbers to the right (i.e., 1,2, 
3, etc.). 

Relative measurements measure 
tab settings from the current left mar¬ 
gin. This is the default setting in Word¬ 
Perfect. It’s indicated by a zero (0) at 


FALL CHARITY BALL AND FUN FEST REPORT 

To: All Involved 

From: Commitee Chairman, Giles Stephens 

Subject: Fun-Fest Plans 

Several charities have agreed to contribute items to this year’s event. The projected 
contributions are outlined in the following list. 


Item 

Cost to the Charity 

Profit 

Contributer 

Fudge 

$17.00 

$2.00 

Four H Club 

Chocolate Cake 

$288.00 

$113.00 

Ladies Home 

Brownies 

$41.00 

$4.00 

Boy Scouts 

Pie 

$1,988.00 

243.00 

Girls Scouts 

Cookies 

$144.00 

$44.00 

American Legion 


Several leaders from these various groups have volunteered to work on the project. 
A listing of their names follows. Each name is accompanied by the project they are 
undertaking and the group they represent. 


Person . Project 

Janet Stephens .Opening Ceremonies 

Samuel H. Clemens. Lighting 

Ramona Morris.Table Decor 

John S. Davies . Paper Plates 


The following chart lists the names of the committees chaired by these various 
leaders. 


J. Stephens 
Pam Powell 
Linda Jones 
Maria Weeks 
Jan Jones 


H. Clemens 

R. Roberts 
R. Smith 
B. Jones 

S. Stephens 


R. Morris 
T. J. Slate 
Jan Bean 
Anna Welsh 
Mary Bie 


The following chart lists the phone numbers of the principle leaders of the event. 


Janet Stephens. 774-3133 

Samuel H. Clemens . . . 773-3348 
Ramona Morris. 442-1440 


Figure 1 


the margin setting, with negative num¬ 
bers to the left (i.e., -1) and positive 
numbers to the right (i.e., +1, +2, etc.). 

The Relative feature—new with 
WordPerfect 5.1—lets you adjust your 
margins without adjusting your tab set¬ 
tings to match. It also comes in handy 
when using WordPerfect’s column fea¬ 
tures. With either parallel or newspa¬ 
per columns, relative tabs set for one 
column are repeated for every column 
on the page. This spares you from cal¬ 
culating tab settings according to col¬ 
umn widths. 

Standard tabs are preset one-half 
inch apart, starting from the left edge 
of the page. If you’re using 1" margins, 
this gives you 17 tab settings on a stan¬ 
dard 8-1/2 X11" page. 

Whenever the tab set line displays, 
the words at the bottom of the screen 
show the types of tabs you can set: 
Left, Center, Right, and Decimal. 

A Left tab aligns text at the tab stop. 
This is the standard tab used on type¬ 
writers. A Center tab centers text over 
the tab stop. This 
is convenient for 
column head¬ 
ings. A Right tab 
aligns text at the 
tab stop. This is 
handy for align¬ 
ing several head¬ 
ings in a neat row. 
A Decimal tab 
aligns text on a 
character (usu¬ 
ally the decimal 
point). 

To set a tab, 
simply move the 
cursor along the 
tab set line to 
where you want 
the tab stop, then 
press the letter 
for that type of 
tab. For example, 
type /for a left tab, 
c for a center tab, 
etc. 

If you don’t 
like WordPer- 


Group 

Legionnaires 
American Legion 
Four H Club 
Boy Scouts 


J. S. Davies 
Paul Byron 
Steve Slade 
Tom Jones 
Paul Gooch 


S. Phelps 
Paula Byron 
Ann Lane 
Jan Jones 
Julia Gooch 


Paul William . 434-1819 

William Paul . 999-1812 

Maria Jan Weeks. 434-8866 


feet’s initial tab settings, you can 
quickly set your own. To move an ex¬ 
isting setting, simply place the cursor 
on the setting, hold down (Ctrl), then 
press (Left Arrow) or (Right Arrow). 
This slides a tab stop along the tab set 
line. 

You may prefer to delete all current 
settings and set new ones. Before de¬ 
leting the default tab settings, keep in 
mind that you may not be seeing the 
complete tab set line. The part of the 
line displayed matches the on-screen 
text. It’s smart to press (Home), 
(Home), (Left Arrow) to move the cur¬ 
sor to the left edge of the tab set line, 
then press (Ctrl-End). That way, you 
won’t leave any tab stops hiding at the 
left edge of the screen. 

You can set a tab stop anywhere the 
cursor rests on the tab set line by sim¬ 
ply typing the letter of the tab you want 
to set. Or you can place a single left tab 
stop by entering the number for the 
location of that tab stop. If you’re mea¬ 
suring tabs in inches from the left mar¬ 
gin, you can set a tab at the 5 n location 
by typing 5, then pressing (Enter). 

To set several, regularly spaced tab 
stops at once, type a number that indi¬ 
cates the location of the first tab you 
want to set, followed by a comma, then 
another number indicating the amount 
of spacing you want between each tab. 
For example, if you’re measuring tabs 
in inches from the left margin, you can 
set tabs an inch apart beginning at the 
left margin by typing 0,1 (Enter). To 
set tabs one-half inch apart enter 
0 , 1 / 2 . 

Unless you’ve already set a certain 
type of tab at the first tab stop, left tabs 
are always set. Change the first tab 
setting to set other tab types—i.e., to 
set a series of center tabs at regular 
intervals, set one center tab at the cur¬ 
sor position, then use the location, 
spacing method above to set the rest. 

There are several other ways you 
can move the cursor around on the tab 
set line. You can use any of the key¬ 
strokes shown in Figure 2. Perhaps the 
easiest way to move the cursor is to 
enter the location you want to move to. 
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BACK TO BASICS 



This sets a left tab stop there. You can 
then select a letter to change the tab 
stop to any setting of your choice. 

While the tab set line is displayed, 
you can move the cursor anywhere 
along it without losing your place in the 
document. Once your tabs are set, you 
can return to your document by press¬ 
ing Exit (F7). 

Each time you enter and exit the tab 
set line, a Tab Set code is inserted in 
your document. Pressing Reveal 
Codes (Alt-F3) displays this code. 

It appears as [Tab Set: type ,#], where 
type indicates Absolute or Relative 
tabs and number represents the num¬ 
ber (s) of the tab settings. When you 
set tabs at regular intervals, # is repre¬ 
sented as # every #. The first number 
indicates the starting point and the dis¬ 
tance between tabs (such as 1", every 
0.5”). From that point forward in your 
document, all the tabs you set will be 
placed according to that code. 

You can change tab settings by 
going to the tab set line again and in¬ 
serting a new code. You can change 
existing text by inserting a new code 
immediately before that text. In Word¬ 
Perfect 5.1, you can change the spac¬ 
ing and type of tab settings by 
changing the tab settings ahead of 
those tabs. If you insert a new code 
which changes a left tab stop to a cen¬ 
ter tab, all the tabs from that point 
forward will be centered. 

You can also change tab settings by 
simply deleting the Tab Set code in 
Reveal Codes (Alt-F3). If you always 
want half-inch tab settings, simply 
press (Tab) wherever you want a tab. 


Suppose you want your first tab stop 
setting to be eight spaces in from the 
margin, and not one-half inch. You can 
customize the default tab settings by 
pressing Setup (Shift-Fl), (4) Initial 
Settings, (5) Initial Codes, then For¬ 
mat (Shift-F8), (1) Line, (8) Tab Set. 
Set your tabs the way you want them, 
then press Exit (F7) to return to your 
document. From then on, any docu¬ 
ment you create in WordPerfect will 
have the customized tab settings. 

WordPerfect doesn't normally dis¬ 
play tab settings on the normal editing 
screen. If you want to see your tab 
settings on-screen at all times, simply 
put a tab ruler line at the bottom of 
your screen. Press Screen (Ctrl-F3), 
(1) Window. (If you're using a mouse, 
select Window from the Edit menu.) 
You’ll be prompted for the number of 
lines you want in the window. If you’re 
using the standard 24-line computer 
screen, type 23 then press (Enter). 
The reverse video bar will appear at 
the bottom of the screen. It displays 
the current tab settings as triangles. 

In the tab ruler line, a left bracket 
([) represents the left margin; a right 
bracket (]) represents the right mar¬ 
gin. If a margin falls on a tab setting, it 
displays as a left brace ({) or right 
brace (}). 

Remember, that’s a tab ruler, and 
not a tab set line. It simply shows you 
where your tab settings are. It doesn’t 
let you change them. 

WordPerfect lets you change tabs 
whenever you want. Think line format 
to make the tab set line appear like 
magic. Think location to place a stan¬ 
dard tab on that 
line. Think loca¬ 
tion , spacing to 
place a series of 
equally spaced 
tabs. You’ll be 
amazed at how 
quickly tab set¬ 
tings can be 
customized. □ 
George King is 
a WPCorp techni¬ 
cal writer 


There are several ways you can move the cursor on the tab set line. 
Any of the following keystrokes can be used: 


Keystroke 
Left Arrow (-) 

Right Arrow (-►) 

Down Arrow (;) 

Up Arrow (t) 

Home, Left Arrow 
Home, Right Arrow 
Home, Home, Left Arrow 
Home, Home, Right Arrow 


Location 

Left one character 

Right one character 

Left one tab stop 

Right one tab stop 

To the left edge of the screen 

To the right edge of the screen 

To the left edge of the tab set line 

To the right edge of the tab set 

line 


Figure 2 
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FooDfc 


on-the-fly 

No downloading fonts 
No more wasted megabytes 
Not just lasers 


The instant font 
generator that 
creates fonts from 
WordPerfect 


For $149 
You 


I 10 Scalable fonts included, 
more available 
I Special symbols 
I Foreign characters 
I Formats scientific equations 

I Outline, Italics, Shaded, 
Smallcaps fonts generated 
automatically 

I Supports all popular printers 
including HP LaserJet +, II 
Epson 9 & 24 Pin, 

NEC Pinwriter, HP DeskJet 
Proprinter, PostScript and 
Toshiba. 


Today 

(718)-575-1816 

MicroPress Inc., 

67-30 Clyde St.Suite 2N. 
Forest Hills , N.Y. 11375 

MICRO 


System Requirements: 

IBM PC 640K. MS Dos 2.00+ WP 5.00 


WordPerfect is a trademark of WP Corp. 

New Fase is a trademark of Micro Press Inc. PRESS 
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WordPerfect Certified Instructors and 
Authorized Training Centers. 

You've already invested in the best word processor money can buy. 
Now it's time to learn how to get the most out of it. 

Good training is the next step towards understanding the 
many features, functions, and capabilities of WordPerfect. 

WordPerfect Certified Instructors pass a comprehensive test 
demonstrating extensive product knowledge. We are waiting to pass 
that knowledge on to you. 

So call your nearest Authorized Training Center or Certified 
Instructor, and let us help you get the most out of WordPerfect. 


ALABAMA 

ExecuTrain 

205-987-9877 

ARIZONA 

Lynn Abbott 
602-869-6831 
Janet Crider 
602-885-1940 
Judy Rasmussen 
602-790-0967 

CALIFORNIA 

Janet Lienhard 

619-475-7192 

Pamela Fanstill 

415-885-1458 

Frances Swanson 

818-886-6057 

Tom Van Deusen 

415-995-2738 

Computer Utilization Inc 

916-364-0203 

Marcellus Richie 

213-201-0055 

Steve Sullivan 

805-496-51 10 

Tim Walter 

818-766-2517 

COLORADO 
Peggy Maday 
303-690-4486 
Suzanne Dannahower 
303-688-7188 
Tony Duff 
303-449-2925 


CONNECTICUT 
Martha Lambert 
203-775-4414 
CPCE, Inc. 

203-925-0406 

DISTRICT OF COLUMBIA 
Donna G. Austin 
301-261-9084 
Bill Bruck 
301-585-4919 
Future Enterprises, Inc. 
202-662-7610 

FLORIDA 

ExecuTrain 

407-740-7762 

Computer Savvy Workshops 
305-486-0644 

GEORGIA 

Leuveda D. Phillips 
404-640-0912 
ExecuTrain 
404-396-9200 

ILLINOIS 

Peggy Leonard 
708-208-1 144 
Prof. Training Ctr.Jnc. 
708-920-0750 
Joseph Abbate 
708-297-8289 

MASSACHUSETTS 
Marilyn Horn Claff 
617-235-9505 
Judy Housman 
617-354-2365 


MARYLAND 

Carolyn Woodie 
301-974-0650 

MICHIGAN 

Janet L. Gerstenecker 
313-879-0639 
Donald O. Williams 
313-557-1 131 
Englehart Training Centers 
616-456-5191 

TechnoLogic Concepts, Inc. 

313- 462-2999 

MISSOURI 

System Service Enterprises 

314- 997-4700 

MONTANA 

Lane Coddington 
406-721-3133 

NEW YORK 

Rhyder McClure 
212-807-0380 
MicroTrek 
212-398-6410 
Margot Zobel 
212-595-7911 
Westcon Systems Corp. 
212-465-9000 

NORTH CAROLINA 
ExecuTrain 
704-549-9555 


PENNSYLVANIA 

Susan Owens 
412-343-4044 

TENNESSEE 
ExecuTrain 
615-373-2200 
Computer Learning Center 
615-691-1515 

TEXAS 

Judy Felfe 
713-868-7426 
Marla Newman 
214-414-8232 
Phyllis Muska 
512-453-7751 

FirstWord Learning Centers 
214-788-1694 

VIRGINIA 

Tamaroff Associates 
703-683-1422 
Ann Waananen 
703-860-4353 
Diane Nelson 
703-758-3546 

WASHINGTON 

Joan Chaiten 
206-854-6937 

WISCONSIN 
EXPCT 
608-836-6336 
Office Network, Inc. 
414-784-6040 
Teresa Perner 
608-781-2090 


Paid for and organized by Coop Advertising (213) 836-1500 

WordPerfect WordPerfect 

CERTIFIED INSTRUCTOR AUTHORIZED TRAINING CENTER 







TIPS 





Indenting Lines 

WordPerfect assigns the Tab key 
the job of indenting the first line of a 
paragraph. Indent (Shift-F4) is used to 
indent the entire paragraph. Both keys 
depend on tab settings. However, I 
know of no simple way to indent the 
first two (or more) lines of a paragraph 
to obtain the result in Figure 1 

I have found a method to produce 
these results easily by using the Word¬ 
Perfect graphics feature. The indenta¬ 
tion is produced simply by wrapping 
the text around a graphics box. The 
paragraph heading is the edited text 
within the graphics box. My method 
uses the User-Defined Box; however, 
Figures, Tables (called Table Boxes in 
version 5.1), and Text Boxes will work 
equally well. 

To create this macro follow these 
steps: 

Step One: Press Macro Define 
(Alt-F9). Name your macro, press 
(Enter), type in a description and press 
(Enter). Press Macro Define (Alt-F9) 
to end your macro. Once again press 
Macro Define (Alt-F9), and choose 
(2) Edit. You will now be in the macro 


EXAMPLE ONE 


Paragraphs such as these find common use in 
such fields as medical transcription and user 
manuals. The title is set off distinctly from the text associated with it, yet 
clearly tied to the text. 


» 


THIS IS AN EXAMPLE: 
PARAGRAPH TWO 


Indentation remains a uniform measurement 
independent of the paragraph heading. Longer 
headings, such as the one for this paragraph, 
wrap within their own space; to be consistent, more fenes must be i a deni edL 

Figure 1 


editor. Press (2) Action and type in the 
following keystrokes (see “I Never 
Make Mistrakes” pp 21-24, Oct. ’89): 

{DISPLAY OFFHGraphics} 

uchlsw2.5{ Enter} 

e{Bold}{DISPLAY ON} 
{PROMPTJType Paragraph Heading, 
Enter- 

{BELL}{PAUSE}{DISPLAY 

OFF}{Bold}{Exit}{Exit} 

This macro performs the following 
steps: 

1. Turns execution display off. 

2. Creates a user-defined graphics 
box. 

3. Change the horizontal position of 
the graphics box to Left. 

4. Sets the size of the graphic to 
width of 2.5 M and auto height (assum¬ 
ing your default units are in inches). If 
a different width is preferable, substi¬ 
tute it for the “2.5.” 

5. Selects Edit to permit text input 
into the graphics box. 

6. Turns display on so that the 
prompt will stay on the screen. 

7. Puts a prompt on the last line of 
the screen. Of course, this can be omit¬ 
ted or changed to suit your needs. 

8. Beeps to 
prompt user 
input 

9. Pauses 
for user key¬ 
board input. 
(Caution: if 
user-entered 
text wraps to 
the second 
line, the 


prompt vanishes from the screen; a 
message replaces it telling the user to 
exit; the user must ignore this and 
press (Enter) when finished entering 
the heading). 

Step Two: Before using this macro 
for the first time in any document, you 
must set the following options (Alt-F9, 
4, 4) for the User-Defined Box (or for 
whatever type graphic you are using): 

1. Set the 4 border styles to “None.” 

2. Set the 4 outside border spaces to 

0 M . 

3. Set the Left and Top inside border 
space to 0 M . 

4. Set the Right inside border space 
to the minimum distance you want be¬ 
tween your paragraph heading and the 
text to its right. The examples shown 
use 0.25”. 

5. Set Bottom inside border space to 
a value greater than 0, but not greater 
than the document line height (0.1" 
works fine). This will preserve exactly 
one blank line below the heading. 

6. Set Gray Shading to 0%. 

Step 3: The typeface/font inside the 
graphic will not necessarily agree with 
your base font selection (if you’ve 
made a selection). The font used inside 
the graphic will be your document’s 
initial font, but this can be changed on 
the Format Document menu. 

Naturally, the steps that set your 
User-Defined Box options and the 
document’s Initial Font can be placed 
into a macro or open style to simplify 
their use. While this procedure seems 
complicated, it takes just a few minutes 
to set up. With this style, typing para- 
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graphs is easy and requires no extra 
keystrokes. 

Glenn Emigh 
Signal Hill , CA 

Page Numbering Margins 

When WordPerfect inserts page 
numbers, it doesn’t offset them from 


the text. Rather, it offsets text from the 
page numbers so the top or bottom 
margin is effectively moved down or 
up two lines. The resulting margin 
looks unusually large to someone ac¬ 
customed to one inch all around. The 
same problem occurs when using foot¬ 
notes to denote page numbers. 


There is a simple solution available. 
Decrease the margin by the equivalent 
of two lines of text. For example, if the 
bottom-center page-number position 
is selected, the bottom margin should 
be decreased by two lines. 

To properly adjust the margin, 
press Format (Shift-F8), (1) Line, (4) 
Line Height, (2) Fixed. Number 4 on 
the Line screen will display the line 
height (rounded to the nearest hun¬ 
dredth of an inch) for the current font. 
After jotting down this number, press 
Cancel (FI), then Exit (F7). 

Now multiply by two the line height 
you got from the line format screen, 
then add a couple of hundredths of an 
inch to compensate for the fact that 
text lines are seldom exactly the 
height the computer claims they are. 
Now subtract this sum from the top or 
bottom margin, depending on which 
margin you want your page numbers 
in. Press (2) Page, (5) Top and Bottom 
Margins and change the appropriate 
margin. Press Exit (F7) twice to get 
back to your document. 

To include page numbering in your 
documents without repeating this 
whole routine in each, instruct Word¬ 
Perfect to include a page number and 
automatically default to a standard ad¬ 
justed margin. Press Setup (Shift-Fl), 
then (5) Initial Settings. Press Format 
(Shift-F8), (2) Page, (7) Page Number¬ 
ing and select the location you want for 
your page numbers. Press Exit (F7), 
then go through the above process 
starting from the Format (Shift-F8) 
screen. Then press Exit (F7) to return 
to your regular document screen. 
WordPerfect now will include page 
numbers in all subsequent documents. 

William L. Clardy 
Spidell, CA 

Technical Tips? 

We’ll pay $50.00 for tips published. 
Send to: TIPS WP Magazine 270 West 
Center, Orem, UT 84057. 


Application available on 
Disk of the Month, page 57 


F PUBLIC APOLOGY 

J to our competitors for making 
Macintosh's leading proofreader 
available on the PC. Now you can really 
proofread your WordPerfect documents using 

PC Proof. 


Hopefully, you’ve never sent out a 
document with this many errors, but 
even one error can be very costly. 

✓ PC Proof helps you detect and 
correct errors in punctuation^, 
spellng, l^Xpitalization, and ^ 
double words words. „ 
i/ PC Proof po ints o ut/^ord usages 
which may(£ffect)accuracy 
including wordy, stuffy, often 
confused, or nonstandard words. 
%/ PC Proof helps to eliminate 
stylistic weaknesses such as 
passive ver^s and -the (’ytrbo 
nominaliz afron o f verbs, 
i/ PC Proof analyzes the structure 
of your document ancPcounJs and 
averages of important text 
elements are g e nerate d-. Ks**** 

%/ Bilingual versions are available^ 

%emem6er, 

"you never get a second chance 
to make a first impression. " 




See your local software dealer 
or call for more information. 


leYpektise 

LINGUISTIC SOFTWARE 
9 Exchange Place, Suite 900 
Salt Lake City, Utah 84111 
Tel. (801) 350-9100 
Fax (801) 534-0515 


PC Proof is a trademark of Lexpertise Linguistic Software 
SA. Copyright ©1989. All rights reserved. WordPerfect 
is a registered trademark of WordPerfect Corporation. 
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25 Cartridges in One !™— 

172 fonts and 20 symbol 
sets in one cartridge. 

Not that long ago printing 
with more than one font 
seemed like it took 40 days 
and 40 nights. You had to wait 
to download soft fonts. Or you 
had to switch any number of 
cartridges in and out looking 
for the right font. 

Then along came Pacific 
Data Products. Now you have 
fast and easy, yet economical 
access to more high-quality 
fonts and symbols than ever 
before. And there's also in¬ 
creased symbol set support 
including international symbols, 
currency and diacritical marks. 

25 Cartridges in One! is ideal 
for almost any type of applica¬ 
tion—like word processing, 
presentation graphics, and 
spreadsheet publishing. With 
19 printer drivers included, 
there's increased support for 
most of the popular software 
packages. 


Now that it's loaded with 172 fonts and 20 symbol sets, 

go ahead—print up a storm. 



PACIFIC 


25 Cartridges in One! is fully 
compatible with the HP Laser¬ 
Jet Series II, IID, and the new 
HP LaserJet IIP. 

Pacific Data Products— 

Plug into Power 


Authorized Dealer: 


Qi 


UEST 


DISTRIBUTING 

80 East 100 North 
Provo, UT 84606 

800-776-3668 


DATA PRODUCTS 

6404 Nancy Ridge Dr., San Diego, CA 92121 
(619)552-0880, Fax (619)552-0889 
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NEW PRODUCTS 



Product Profile 


Arts and Letters 

Computer Support 
Corporation and 
Knox Data Interna¬ 
tional have an¬ 
nounced a fully 
native Japanese 
version of the popu¬ 
lar ARTS AND 
LETTERS Graphics Editor. The product is expected to 
exceed the capabilities of other Japanese-language 
drawing and illustration programs currently an¬ 
nounced or on the market Knox Data International 
made use of its BIKAN database of Japanese character 
fonts in developing the Japanese version of the Graph¬ 
ics Editor. When used on a personal computer that 
runs the Japanese version of Microsoft Windows, the 
program enables users to select any of four distinct 
typefaces that contain the full set of JIS characters. 
Manuals, documentation, on-screen text, menus and 
help files will be provided in Japanese. For more infor¬ 
mation, call 214/661-8960. 
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Graphics Link Plus+ (TGL+) 

Graphics Link Plus+ is a pre¬ 
mier graphics utilities pro¬ 
gram for WordPerfect 5.0, 5.1 
and Draw. WP Graphic Users 
can now import or convert 
images from Windows (i.e. 
Corel Draw! and Excel), clip 
art, scanned images, mac 
files, GIF files, and graphics 
from many other sources, 
into the WPG format using the Graphics Link Plus+ 
from HSC Software. TGL+ can also scale, rotate, re¬ 
verse out, screen capture, view images, print images, 
create a slide show of WPG files, turn color 
grayscale, and more. “Powerful full featured utilities 
which rapidly become indispensable,” says PC Pub¬ 
lishing. Price $149. WP Magazine subscribers receive 
a special discount by calling HSC Software at 213/392- 
8441 (ask for WP Magazine discount) or 213/392-6015 
Fax. 
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WordPerfect Desktop Publishing 
in Style 5.0/5.1 Edition 

Peachpit Press has an¬ 
nounced the latest edition of 
WordPerfect Desktop Publish¬ 
ing in Style , covering Word¬ 
Perfect 5.0 and 5.1. 
Publishing features of 5.0 
and 5.1 are explained, includ¬ 
ing new or revised features 
like table formatting, tabs, 
leading, labels and justifica¬ 
tion. One chapter covers 
WordPerfect's new spreadsheet import function and 
creating presentation graphics for financial reports. 
The book has 30 walk-through tutorials showing how 
to create resumes, newsletters, reports, etc. There are 
macros and tips on undocumented features. Also in¬ 
cluded is extensive coverage of laser printers, fonts, 
graphics programs, and utilities that enhance Word¬ 
Perfect. Priced at $21.95. For more information, call 
800/283-9444. 
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FastPlan™ 

FastPlan™ is a powerful, 
menu driven program that 
utilizes the power of Word¬ 
Perfect Corporation's Plan- 
Perfect 5.0 to help you 
quickly develop a business 
plan. FastPlan simplifies the 
world of financial modeling 
and business simulation 
through a series of simple, 
straightforward questions. 
Answer these questions, and this easy-to-use program 
automatically analyzes your business idea and pro¬ 
duces a complete set of financial reports, along with 16 
different graphs. For IBM personal computers and 
compatibles. PlanPerfect 5.0 and 640K memory is 
required, and a hard disk is recommended. From 
Strategic Business Modeling, Inc., P.O. Box 1876, 
Provo, Utah 84603-1876. Telephone 800/848^8776. 
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downloading 


or filling up 
your hard disk. 


It's now fast and easy to print 
Headline Fonts 


without waiting 



Spending a lot of time, effort and 
money fooling around with downloadable 
soft fonts? Don't give up. Just 
plug in Pacific Data Products’ 
Headlines in a Cartridge™. 

Immediately, you gain 
access to 18 high-quality 
Helv and Tms Rmn style 
fonts. And they come in the 
most widely used display sizes— 
14,18, 24, 30, 36, and 48 points. In bold or 
italic styles. No other font cartridge can 
match these point sizes. 


When teamed with Pacific Data’s 25 
Cartridges in One!™ —which offers 172 
fonts—you can print your entire docu¬ 
ment without changing cartridges or 
downloading fonts. And both are ideal 
for shared printer environments. 

For the dealer that carries 
Headlines in a Cartridge™ in your 
area, or for more information on our 
other printer enhancement products, 
call Pacific Data Products at 
( 619 ) 552 - 0880 . 


PACIFIC 


6404 Nancy Ridge Drive, San Diego, CA 92121 • (619) 552-0880 • Fax (619) 552-0889 • Headlines in a Cartridge and 25 Cartridges in One! are trademarks of Pacific Data 
Products, Inc. All other company and product names are trademarks of the company or manufacturer respectively. Copyright 1989 Pacific Data Products, Inc. 
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NEWS 



News & Views 


Free Updates 

Customers who purchased copies 
of U.S. English or Canadian English 
WordPerfect 5.0 (not an earlier ver¬ 
sion) between October 1 and Novem¬ 
ber 30, 1989 are eligible to receive a 
free WordPerfect 5.1 update. 

Free update requests must include 
dated proof of purchase and the title 
page of the WordPerfect 5.0 reference 
manual, and must be postmarked by 
December 31, 1989. This free offer 
does not apply to any copies of Word¬ 
Perfect 5.0 purchased at a special dis¬ 
count (i.e., Large Account Pricing 
Agreement, educational discount, or 
government bid). Other customers 
can update to WordPerfect 5.1 by send¬ 
ing in the title page of the WordPerfect 
reference manual and $85, plus $2.50 


for shipping and handling. The update 
will include a new manual, binder and 
slipcase, and will be available directly 
from WordPerfect Corporation and se¬ 
lected computer dealers when the 
product begins shipping. 

Address all update requests to 
WordPerfect 5.1 Update, 1555 N. Tech¬ 
nology Way, Orem, UT 84057. Specify 
the printer make and model, template 
type, and preferred disk size (5.25" or 
3.5"). 

WordPerfect 5.1 will run as a stand¬ 
alone or as a network server package 
and will retail for $495. Additional net¬ 
work station packages are available for 
$295 and include a manual and tem¬ 
plate, but no software. 

For WordPerfect 5.1 update infor¬ 
mation, call 800/321-5906. 


New Office release to marry 
WP5.1, DrawPerfect 

When WordPerfect Office 2.1 ships 
in early 1990, users will be able to use 
DrawPerfect as a graphics editing tool 
right in WordPerfect 5.1. 

With both DrawPerfect and WP5.1 
running under the soon-to-be-released 
WordPerfect Office 2.1 Shell, Draw¬ 
Perfect will appear as an option on the 
WordPerfect graphics editing screen. 
You can select DrawPerfect (option 6), 
and the graphic will be saved to the 
clipboard and immediately retrieved 
into DrawPerfect, where you’ll have 
full use of DrawPerfect’s editing and 
drawing capabilities. You can then “hot 
key” back WordPerfect. Shell macros 
included in WP5.1 and DrawPerfect let 
the two programs integrate. □ 


Perfect 


TM 


O 


Make Your Own 
Graphics $39.95 



EASY TO USE 

•Ready to use pictures, images, & symbols 
•On screen prompts guide you step by step 
•What You See Is What You Get (WYSIWYG) 
•Intuitive, designed with you in mind 

CREATE YOUR OWN 

•Graphics to communicate your ideas 
•Illustrations and technical drawings 
•Company logos, letterhead, memos, etc. 
•Pie, bar, and line charts to enhance reports 


NO JAGGED EDGES 

•Vector graphics provide sharpest output your printer 
can produce at any scale with amazing speed 

SPECIAL FEATURES 

•Automatic dimensioning, sketching commands 
•90% of all drawing is done from one menu 
•Create or modify symbol & fill libraries 
•Ready to use symbol & fill libraries 
•30 day money back guarantee 
•Mouse is not required 

MADE ESPECIALLY FOR 

•WordPerfect 5.0, Ventura Publisher, etc. 

-The Software Machine, 2450 E 7000 S #210 Salt Lake City, Ut. 84121 
(801) 944-9212 
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THE BEST OF EVERYTHING 


Easy to use 
software for all 
IBM PC’s 
and compatibles 


* 3.50 

per disk 
10 or more 

$ 4.00 

per disk 
less than 10 


Unconditional money-back guarantee ■ 
All orders shipped same day ■ Easy-to- 
use instructions on each disk ■ Latest ver¬ 
sions ■ No membership fees ■ Free cata¬ 
log of over 200 programs with every order 
or by request ■ Airborne Express over¬ 
night service only $5.00 

BUSINESS/HOME 

□ Express Check 3.07 (1117) -A great program to manage 
your checking accounts! Even prints checks! 

□ Home Inventory 3.4 (3137) - Helps you keep track of every¬ 
thing you own. Great for insurance. 

□ Painless Accounting 4.0 (3 disks) (1120) - Easy to use and 
loaded with features. General Ledger, Accounts Receivable/ 
Payable, invoicing, check printing and more. (HD) 

DATABASE/SPREADSHEET/ 

WORD PROCESSING 

□ PC-Calc+ (3 disks) (3410) -A very powerful spreadsheet. 

□ PC-File:dB (3 disks) (1330) -An excellent dBase compati¬ 
ble data base program. Very powerful! (HD) 

□ PC-Outline 3.34 (3915) -An excellent thought outlined Can 
also be used as a free-form database. (Resident and non¬ 
resident versions included!) 

□ PC-Stylist 1.2 (3917) -Improve your writing style. 

□ PC-Write 3.02 (3 disks) (3820) -One of the best word 
processors available anywhere. Easy to use and loaded with 
features including spell checker. 

EDUCATION 

□ Amys First Primer (1717) -Six different learning programs 
for children ages 4-8. (CGA) 

□ Computer/DOS Tutor 4.4 (1415) -Learn how to use your 
computer and DOS easily with this educational program. 
A must for anybody trying to learn about computers! 

□ The DOS Learning System (1417) - Learn how to use DOS 
with this great tutorial. All versions of DOS 2.0-3.3. 

□ Funnels and Buckets (1727) - A fun way to teach children 
basic math skills! (CGA) 

□ Lotus Learning System (2 disks) (1420) -Learn Lotus 2.0 
easily and quickly. 

□ Play ’n’ Learn 2.03 (1735) -A collection of six programs 
for children 18 months to 4 years. (CGA) 

□ Typing Teacher (1425) -This disk contains 3 program 
designed to improve the speed and accuracy of your typing! 

□ World 2.93 (1849) -The ultimate globe! Learn about cities, 
countries with this computerized globe. (CGA) 


GAMES 

□ Arcade Games 1 (1811)-Pac-man (3 versions!), Hopper, 
Space Invaders, Janitor Joe and others. (CGA) 

□ Arcade Games 2 (1812)— Q-Bert, Donkey Kong, Breakout, 
Beast and others. (CGA) 

□ Arcade Games 3 (1813) -Striker, Space War & more. (CGA) 

□ Ed’s Chess (2425) -The best chess game available any¬ 
where. (It beat Chessmaster 2000) 

□ EGA Cunning Football 2.3 (1927) -The best football simu¬ 
lation anywhere. EGA or VGA Graphics required. 

□ EGA Games 1 (1911)-A collection of the best EGA games 
including EGAroids, Reflex, Aldo, Flees and others. EGA or 
VGA Graphics required. 

□ Graphic-Less Games (2111) -A collection of games that 
don’t require color or graphics. (Will work on ANY system!) 

□ Great Adventures 1 (2531) -Five exciting games. 

□ Kids’ Games (2317) -Fun for the under-12 set. 

□ Master the Market (2435) -3 great stock market simu¬ 
lators! 

□ Mind Puzzles (2439) -3 programs that challenge the mind! 
(CGA) 

□ Miramar Flight Simulator (2319) -Go to Top Gun flight 
school and pilot an F-18 into combat. (CGA) 

□ Monopoly (2445) -A great rendition of the classic game. 
Great color and sound! (CGA) 

□ PC-Pro-Golf 4.2 (2327) -Tee it up, and play 18 holes! (CGA) 

□ Pinball 1 (1821) -Five great pinball games. (CGA) 

□ Strategy Games (2461) -Risk, Othello, Chess, Nyet (Tetris 
clone), and others. (CGA) 

□ Star Trek Games (2341) -Three games: an arcade game, 
standard Star Trek game, and a trivia game. 

MISCELLANEOUS 

□ Banner & Sign Makers (3215) - Make banners or signs for 
any occasion. Works with any printer. 

□ Brother’s Keeper 4.3 (2 disks) (3120) -Excellent, full- 
featured genealogy program that’s easy to use. 

□ Calendar Maker (3129) -Create calendars for any month 
or year. 

□ Express Graph 1.05 (2815) -Create regular and 3-D graphs, 
easily. (CGA) 

□ Formgen 3.31 (3227) - A very versatile form generator. Make 
any kind of form for business or home on any printer! 

□ Kwikstat 2.0 (2 disks) (3130) -A complete, easy-to-use 
statistics package. 

□ PC-Key-Draw 3.65 (4 disks) (2780) -An exceptionally 
powerful graphics program. Comes with a large collection 
of ready-made graphics. (CGA) (HD) 


□ Pianoman 4.0 (3147) -Create and play music on your PC! 
Lots of fun! 

□ SpeedRead (1845) -Learn to speed read! 

□ Wiilkit (3157) -Prepare a will that is valid in all 50 states. 

UTILITIES 

□ Automenu 4.5 (3515)- Latest version of the most popular 
menuing program of all time! 

□ Backup Whiz 2.1 (3517) -Back up your hard disk quickly 
and safely with this easy-to-use program. 

□ Best DOS Utilities (3525) - Essential utilities for DOS. File 
finders, listers and numerous other handy utilities that will 
save you time. Very easy to use! 

□ Epson Utilities (2 disks) (3210) -A collection of utilities 
for Epson and Epson-compatible printers. 

□ Hercules Utilities (3625) -A collection of utilities for Her¬ 
cules graphics cards. Includes SIMCGA. 

□ Mr. Label 4.1 (3235) -Powerful & versatile label maker. 

□ PC-Deskteam 2.01 (3549) -A Sidekick-like program with 
even more features! 

□ Professional Master Key (3555) -A collection of utilities 
like Norton’s. Recover erased files easily! 

□ Vaccines and Virus Killers (3627) - A collection of utilities 
designed to protect your system from viruses! This disk 
includes Flu-Shot+ 1.52. 

WORDPERFECT 5.0 

□ PC-Draft II (2 disks) (3760) -Create clip art graphic files 
(in .WPG format) for WP 5.0. Includes dozens of images 
to help get you started. (CGA) (HD) 

□ WordPerfect 5.0 Art/Graphics (2 disks) (3710) -Dozens of 
clipart images and clip art viewer. 

□ WordPerfect 5.0 Learning System (2 disks) (3730) -Learn 
WP 5.0 easily and quickly with this great tutorial (WP 5.0 
is NOT required). 

□ WordPerfect 5.0 Macros (2 disks) (3720) -Hundreds of 
helpful macros for WP 5.0. 

□ WordPerfect 5.0 Menu/Mice (2 disks) (3740) -Menu sys¬ 
tems, mouse drivers. 

□ WordPerfect 5.0 Tools (2 disks) (3750) - A collection of 17+ 
utilities for WP 5.0. 

(CGA) Requires Color Graphic Adapter 

(HD) Requires Hard Disk 

Some of the programs we sell are “shareware.” Shareware programs are 

copyrighted and require additional payment to the authors if found useful. 


Order: 800-876-3475 Information: 503-776-5777 Fax: 503-773-7803 


Name 


Business/Company (if applicable) 


Address 


City/State/Zip 


Phone 


Disk size: □ 5V4* □ 3V2" (add $1 per disk if you require 3V2") 

No. Disks_x$_=$__ 

, □ Shipping $_ $3.00 

I □ Airborne Express, 48 states (add $5) $_ 

On^yS □ UPS 2nd Day Air (add $3.00) $_ 

( □ COD (add $4) $ _ 

□ Foreign (add $4) $_ 

TOTAL ORDER: $ 


Method of Payment: □ Check/Money Order □ Visa/MasterCard □ COD 
All checks must be payable in US funds. We cannot accept Eurochecks. 


Card No. 


Exp. Date Signature 



VISA 


2101 West Main, Medford, Oregon 97501 
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ROB MAGIERA 


FINAL KEYSTROKES 



I’m a computer junkie 


by Carla F. Black 



I wrote my first book on yellow 
legal pads with a broken pencil. I 
noted appointments on little 
sheets of notepaper, and balanced my 
checkbook with a ten-key adding ma¬ 
chine. I kept double-entry books on a 
lined green ledger, and thumbed 
through dictionaries and thesauri from 
time to time. 

When I began my second book, I 
intended to make money, get famous. 
Talent alone wouldn't sustain such 
lofty goals. I needed help. 

I was ripped off when I bought my 
first computer system. I might as well 
have told my dealer, “I have a lot of 
money, know absolutely nothing about 
computers. I'm a tourist in your city 
and have to return to my home three 
thousand miles away next week. You'll 
never see me again. Can you help?'' 

After writing a huge check, I set out 
to learn my word processing program. 
I was quickly inexorably, inextricably 
hooked. 

Writing magazine articles was only 
a crude hobby until I computerized. 
My productivity rose with each new 
command mastered. I was torn be¬ 
tween working on my manuscripts and 
learning the program. Even now, this 
is a terrible choice to make. “Do I 
work, or do I learn howto work better?” 


After my training wheels came off, 
I began to make money. I eventually 
made enough to buy good computer 
equipment, order legitimate software 
and tell the salesman to, ahem, get lost. 

Then my banker insisted I get an 
honest income. I relinquished my “ro¬ 
mantic” 18-hour freelancing days for 
the drudgery of an 8-hour law office 
routine. 

Nearly every law office uses Word¬ 
Perfect 5.0—the program I knew inti¬ 
mately. This was going to be a breeze. 
My skills and experience were going 
to knock 'em dead. My optimism 
lasted until my first day at work, when 
I nonchalantly asked, “You’re using 
WordPerfect, aren’t you?” 

After the bubble burst, I set out to 
learn THEIR STUPID PROGRAMS. 
“We don’t pay overtime,” they told me 
at the end of my first 54-hour week. 
“Don't take time to figure out the com¬ 
puter. Just get the work out!” 

I blamed the office computer sales¬ 
man for recommending outdated and 
ineffectual software, installing incom¬ 
plete hardware without essential 
pieces, and configuring it incorrectly. 
My bosses thought he was the great¬ 
est. 

I was accused of being a computer 
nut. I wanted to know how it did that 


and why it did this. Most of all, I wanted 
to learn how to make it do THIS. 

The senior attorney both admired 
and hated my spunk and persistence. 
He was a sweet guy, but he didn't know 
what to do with a crazy lady who loved 
computers and insisted on knowing 
how to push them to the limit. He 
wanted the pleadings out on time—but 
he’d stick pages, hot off the laser 
printer, into the IBM Selectric to insert 
page numbers and hand compose a 
table of authorities. 

Because there were egos involved 
(including mine), I decided to come in 
the back door. When the boss admired 
my accurate, quickly executed tables 
of authorities, I told him they were 
done on my own word processing soft¬ 
ware, then converted to his. My pagi¬ 
nations were automatic. My headers 
almost always appeared in the right 
places. He hated my devotion to Word¬ 
Perfect, but liked the results. Before 
long, the salesman was rarely seen in 
our office. I was producing top-notch 
work and making my attorney happy. 

Today, I’m proficient in two word 
processing programs and a variety of 
utilities. I can't add worth a tinker's 
damn, and I ignore check registers. I 
gaze longingly, not at lingerie cata¬ 
logues, but at the back pages of com¬ 
puter magazines. I dream of macros 
and merges. My hero is Peter Norton. 

My friends wiped me off their social 
list two years ago, my husband has 
taken up hobbies and my mother-in- 
law calls me by his last wife's first 
name. 

I know what’ll happen if I wind up in 
hell. I’ll have the most brilliant maga¬ 
zine article ideas—and a sharp stick 
and a block of granite to write with. 
And my friendly computer salesman 
will be waiting in the shadows. □ 

Carla F. Black is a Westminster, CO 
freelance writer and paralegal. 
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NEW WP 5.1 
VIDEOS 


W ith LEARNKEY’s “Teach Me How” video series, learning WordPerfect 
truly is fast and easy. No complicated instruction manual to interpret; no 
expensive and inconvenient lecture classes. Video is the perfect teacher! 
You’ll save money, learn fast, set your own schedule and pace, and have a 
“private tutor” always available for later reference. 

Just watch TV and follow along as experts start at the beginning and in a 
simple step-by-step manner teach you every function and feature of 


WordPerfect. You can’t get lost. Each tape is divided into convenient subject 
headings, and has a running time index that makes finding specific top::' fast 
and easy. 

Over 10,000 major businesses, government agencies, universities and 
professionals are using the “Teach Me How” video series to easier 
WordPerfect. All LEARNKEY products carry a money back guaraniee Sc 
order you copies today. It’s the perfect way to learn WordPerfect. 


■WordPerfect Videos Order Form - 

(For IBM compatible computers) 


□ Beginning WordPerfect - $49.95 

In a simple step-by-step manner this video teaches installation ^SJUSSS 
and basic operation of WordPerfect, including creating 
documents, editing, saving, printing, and much more. Created 
specifically for first time computer users. 2 hrs. 

□ version 5.1 □ version 5.0 □ version 4.2 

□ Advanced WordPerfect - $ 49.95 

Deals with the power features of WordPerfect. Advanced text editing, 
creating and editing macros, footnotes, math, styles, graphics, speller, 
thesaurus, and more. This tape will help you become a power user! 2 hrs. 

□ version 5.1 □ version 5.0 □ version 4.2 

□ Special Combination Offer - $89.95 

Both Beginning and Advanced WordPerfect 

□ version 5.1 □ version 5.0 □ version 4.2 



□ Perfect Publishing with Word Perfect - $99.95 

This video instruction mixes basic graphic design principles v. tti 
WordPerfect tips and tricks to help you produce more effective 
and better looking newsletters, brochures, letterhead, and flyers 
Featuring eight professional graphic designers and Kare^ 
Acerson, author of WordPerfect: The Complete Reference , you 
get many new ideas and learn techniques to make your 
publications look more professional. 4 hrs. 



Total $(U.S.) 


Add $5 U.S. shipping. $8 Canada Shipping 
(Utah residents add 6.25% sales tax.) 

□ Check/Money Order 

□ Visa/Mastercard/American Express 


□ WordPerfect Update - $49.95 Card Number 

This video offers the experienced WordPerfect user a quick and effective 

way to become comfortable with the new features of the latest version of Signature: 
WordPerfect. 2 hrs. 

□ Update to 5.1 □ Update to 5.0 Name: 

□ Perfecting The Office - $69.95 Company: 

Certified WordPerfect instructor Nancy Swenson shows how to use 
WordPerfect 5.0 to simplify office routines like merging name and address Address: 
files with form letters, printing laser labels, and automating preprinted forms. 

3 hrs. City/State/ZIP 


Exp. Date 


—I r 

^£hri 

w 


□ Perfectly Legal - $69.95 

ris Conley, paralegal and certified WordPerfect instructor, teaches 
rdPerfect for routine legal office documents and forms, such as 
ositions, briefs, table of authorities, and more. 3 hrs. 


□ NEW! Tricks and Tips for WordPerfect - $49.95 

Karen Acerson, the nation’s best selling WordPerfect author shows you many 
practical and easy ways to make using WordPerfect more efficient. Includes 
tips on editing, blocking and moving, styles, graphics, and much more. 
Includes an example diskette with many useful macros. Helpful for all 
WordPerfect levels. 2 hrs. 


Phone 


□ VHS □ BETA 

Order Toll-Free 1-800-937-3279 

Send order form, checks, PO’s and question to: 
LEARNKEY 
93 S. Mountain Way Dr. 

Orem, UT 84058 
Teach Me How Videos 801-224-8210 FAX 801-224-8211 
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□ 250% of IBM VGA resolution on a full page display. 

□ Driver support for WordPerfect and all leading software 

□ Outstanding reliability, backed by a one-year warranty. 

□ Works with IBM PS/2®, AT® and equivalent systems. 


WordPerfect 5.0, Ventura Pub¬ 
lisher" and dozens of leading 
MS-DOS programs. Including 
Windows’”/386, Windows/286. 
andGEM®/3. 

And many of these 
programs take full advantage 
of our unique TrueFonts'* In 
our grayscale version, True- 
Fonts use anti-aliasing technol¬ 
ogy to smooth the jagged 
edges of bit-mapped fonts. For 
incredibly precise, easy-to-read 
text. 


The SinglePage XL 
is much more than a 
monitor. 

You get a complete subsys¬ 
tem. With Cornerstone's own 
display controller. Backed by a 
one-year warranty. And toll- 
free support 

Seeing is believing. 

Call us today for your 
nearest Cornerstone dealer. 
(800) 562-2552. 


There’s no better 
way to work with 
WordPerfect. 

If anything is a full page job, 
it’s word processing. Because 
if s tough to work on Word¬ 
Perfect 5.0 on a small, low- 
resdution VGA display. You 
can't see the full page. Or 
know how your printed docu¬ 
ments will look. And the con¬ 
stant scrolling and eyestrain 
can really slow you down. 

The SinglePage XL lets 
you maximize your productivity 
wife WordPerfect With the 
brightest, clearest _ . 

full page display. 

For about the 

same price as IBM fSsajg||| 
VGA. 

The best 
display for a/7 a 
your full page 
jobs. 

Drivers are 
available for 


The SinglePage XL display controller. 
Engineered by Cornerstone to give you 
a 70Hz, non-interlaced, flicker-free 
display—at 768 x 1008 resolution. 


Cornerstone 

T ECHNOLOGY 

Seeing is believing 


Cornerstone Technology 
1883 Ringwood Avenue 
San Jose, California 95131-1721 
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Cornerstone 

f E C H N O I O G V 


Cornerstone, the Cornerstone logo, SinglePage and TrueFonts are trademarks of CornerstoneTechnoiogy, Inc. 
WordPerfect is a registered trademark of WordPerfect Corporation. AH other brand and product names are registered 
trademarks or trademarks of their respective holders. 

© 1989 CornerstoneTechnoiogy, Inc. All rights reserved. 
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